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a 
GENERAL 


There will be established in each State office in the 
North Central Region a section to be knowm as the Application 
for Payment Section. The function of this Application for Pay- 
ment Section will be the handling of applications for payment 
and related forms from the time they are received in the State 
office until they are submitted to the General Accounting Office. 

Members of the State Committee and clerks in the State 
office should become thoroughly familiar with the instructions 
contained herein and with all other pertinent provisions and 
instructions issued relating to the 1936 Agricultural Conserva- 
tion Program in the North Central Region. Deviation from these 
instructions will not be permitted. When there is a question 
relative to the procedure to be followed in any case, such ques- 
tion should be referred to the immediate superior. 

ee Or corrections must not be made on any form used 
in connection with the 1936 Agricultural Conservation Program 
unless such changes or corrections are specifically authorized 
by these instructions. In making any corrections authorized by 
these instructions, draw a line through the incorrect entry in 
such a manner that the entry will remain legible and insert the 
correct entry in the nearest available space. 

The following definitions are used herein in addition to 
the definitions contained in NCR-B-l, revised, as of September 


17, 1936: 
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COUNTY BLOCK means all applications for payment and 
related forms which are received in the Strate office 
from one county at one time. 

PRIORITY BLOCK NUMBER means the number assigned tO) 2 
county block. 

LOT means a group of not more than 100 applications 
for payment from the same county. 

LOT NUMBER means the number assigned to a lot. 
SUSPENDED CASE means any application for payment which 
is not acceptable for peyment without sae cuntiitee to- 
gether with the forms related thereto. 

APPLICATION FARM means any farm, data for which are 
listed on NGR-12, and any farm, data for which are 
listed in & block of NCR-15 and not marked "N.A.F." 
NON-APPLICATION FARM means any farm, data for which 
are listed in a block of NCR-15 and marked "N.A.F." 


Applications and other related forms should be handled in 


the Application for Payment Section, by county blocks, in the 


order of their receipt. 


The application for Payment Section shall be divided into 


seven units. The work performed in any one unit shall be con- 


sidered as an operation which will consist of one or more steps. 


The following is a brief outline of the steps performed in each 


operation: 


dig 


Acceptance Unit: To spot-check the computations on 


summaries of performance; to spot-check data on 
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applications for payment against data on correspond- 
ing summaries of performance; to return to the county 
any transmittal of applications for payment and re- 
lated forms which appear upon examination to be in- 
correctly or incompletely executed; and to release 

to the Receiving and Files Unit any transmittal of 
applications for payment and related forms which 

appear to have been properly executed, 

Receiving and Files Unit: To stamp all forms with 

the date of receipt; to prepare and maintain county 
progress records; to prepare lot records; to release 
applications for payment and related forms to the 
Examination Unit; and to file copies of computation 
sheets which are received from the Statistics Sec- 
tion in the State office. 

Examination Unit: To check the bases, yields, and 
productivity indexes on applications for payment 
against the approved bases, yields, and productivity 
indexes on the listing sheets, NCR-6; to check applica- 
tions for payment against summaries of performance when 
requested to do so by the Acceptance Unit; to determine 
the acceptability of signatures on enplications for pay- 


ment; to designate the names of payees as they should 


appear on checks; to detach and forward to the Statistics 


Section of the State office the summaries of performance 


attached to acceptable applications; to release acceptable 
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applications for payment to the “Entry Unit; and to 

release suspended cases to the Application Clearance 

Unit. 

Entry Unit: To transfer the figures from applications 

for payment to computation sheets; to review the 

figures entered on computation sheets; and to release 
applications for payment and related forms to the 
Computation Unit. 

Computation Unit: To make and enter on the computation 
sheet all computations which are necessary to determine 
the amount of payment due an applicant; to review com- 
putations; to transfer amounts of payment from computation 
sheets to applications for payment; to certify applications 
for payment; and to release Beymer for payment, 
computation sheets, and related forms to the Payment 
Schedule Unit. 

Payment Schedule Unit: To prepare, check, and approve 
payment schedules; to prepare and approve vouchers for 
payment; to prepare Schedules of Disbursements; to re- 
lease applications for payment, originals of computation 
sheets, originals and copies of payment schedules, vouchers, 
and Schedules of Disbursement to the General Accounting 
Office; and to release copies of computgtion sheets, and 
copies of payment schedules, vouchers, and Schedules of 


Disbursement to the Accounting Section of the State office. 
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7%. pplication Clearance Unit: To notify county committees 
of corrections which have been made on transmittal sheets; 
to request the corrections necessary to clear suspended 
cases; to perform all necessary checking, entry, and com- 
putation operations in connection with suspended cases 
for which corrected applications for payment have been 
received; and to release corrected applications for pay- 
ment and related forms to the Payment Schedule Unit. 
Persons who handle the mail received inthe State office will, 

upon receipt of a transmittal of applications for payment and re- 
lated forms, forward such transmittal to the Acceptance Unit. Any 
mail received in the State office directed to the Application 
Clearance Unit will be transmitted directly to the Application 
Clearance Unit. Likewise, any mail received in the State office 
relative to suspended cases or the status of any case will be for- 
warded directly to the Application Clearance Unit. 

The following forms are to be used in connection with the 
procedure and instructions set forth herein. A sufficient supply 
of these forms will be furnished to each State office. 

1. Record Form No. 1. A record of the contents and progress 
of all county blocks and lots from each county. 

2. Record Form No. 2. A record of the contents and progress 
of a lot, and a record of the persons handling such lot 
in each unit. 

%. Record Form No. 3. .A record of the release of a county 


block or lot from one unit to another. 
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Record Form No. 4. <A notice of the suspension of an 
application for payment. 

Record Form No. 5. A notice of any corrections which 

are made on a transmittal sheet, NCR-13. 

Record Form No. 6. A request to the Receiving and Files 

Unit for any application for payment or other form 

which ig needed in the examination of another application for 


payment or related form. 
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PART I — ACCEPTANCE UNIT 
(Operation No. 1) 

The Acceptance Unit will consist of one or more responsible 
persons who shall determine whsther the forms WGR-12 or NCR-15 
included in each transmittal accurately reflect the basic data 
taken frem NCR-6 and the performance on farms covered by such 
ferms NCR-12 or NCR-15, and whether such forms have been prepared, 
signed, and cortified in such a manner as to warrant their ac— 
ceptance for a determination of the amount of payment to be made 
in connection therewith, 

In making this determination, the Acceptance Unit may spct— 
check the additions on forms NCR-11 and NCR-lla; spot-check bases, 
yields, and productivity indexes in Table II on Forms NCR-11 and 
NCR-lla against the apprdaved bases, yields, and productivity in-= 1 
dexes on form NCR-6; spot-check 1936 planted acreages on forms 
NOR-12, NCR-15, and NCR-17 against 1936 planted acreages on forms 
NCR-11 and NCR-1lla; and spot-check Pier inned on forms NCR-12, 

NCR-15, and NCR-17 against typed names on forms NCR-12, NCR-15, 
and NCR-17 and against the typed names on NCR-13. Where tobacco 
is grown in a county a spot-check should be made to determine that 
the name of the type of tobacco is entered in the appropriate 
columns on forms NCR-12 and NCR-15. 

As a further check en the acceptability of a transmittal, 
the following determinations should be made in connection with a 
sample of forms NCR-11: 

1. If the total soil-depleting base entered in item 6, 
column (b) of Table II is equal to or less than the 
entry in item 15, column (b) of Table I, determine 


that the entry in item 16, column (b) is zero, or 
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2, If an entry other than zero appears in item 16 column (b) 
of Table I, determine that such entry is not in excess of 

a figure obtained by subtracting from the total soil— 

depleting base the entry in item LS, ‘column Coy of Tatler T: 

3, If item 27, column (c) is equal to or less than item eT. 
column (b), determine that a zero has been entered in 

item 16, column (c). 

4. If the sum of item 16, column (c) and item 27, column (oc) 

is greater than the sum of item 16, column (db) and item 27, 

column (b), determine that item 27, column (c) is equal to 

item 27, column (b). 

If the examination and spot-checks of forms NCR-le, NCR-15, 
and NCR-17 and related forms reveal that any considerable number 
of errors was made in the execution of such forms NCR-12, NCR-15, 
and NCR-17 and related forms included therein, the transmittal 
shoula not be accepted, but should be returned to the county. The 
county committee should be requested to recheck computations on 
forms NCR-10, transfers from forms NCR-10 to ferms NCR-11, and 
transfers from forms NCR-11 to forms NCR-le or NCR-15. The at- 
tention of the county committee should be called to the types of 
errors appearing on the various forms. 

In the event that a transmittal of forms NCR-12 or NCR-15 
4s returned to the county, stamp or write the word "rejected" and 
the date of such rejection on the first sheet of the original and 
the first sheet of the copy of forms NCR-13 for such transmittal. 
File the copy of such form NCR-13 in a "Rejected Transmittals" 


file in the Acceptance Unit and return the original of such form 


NCR-13 to the county committee with forms NCR-12 or NCR-15 and 
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related forms. Request the county committee to prepare a new set 
of farms NCR-13 when resubmitting the rejected transmittal. 

If the examinetion «nd spot-check of forms NCR-12, NCR-15 
and related forms do not reveal any errors in such forms, stamp or 
write the word "accepted" and the date of acceptance below the form 
number ae, the first sheet of the original and the first sheet of. the 
copy of form NCR-+13. Such acceptance shall be initialed by the 
person\in charge of the Acceptance Unit. File the copy of form 
NCR-13 in an "Accepted Transmittals" file in the Acceptance Unit 
and release the original of NCR-13, the forms NCR-12 and NOR-15 and 
related forms, to the Receiving end Files Unit. 

If the examination end spot-check of forms NCR-l2, NCR-15 
and related forms do not reveal a sufficient number of errors to 
warrant returning the transmittal to the county, Record Form 
No. 4 should be prepared and attached to each form NCR-1e2 or 
NCR-15 in connection with which an error has been found. iP 
relatively few errors have bean found on NCR-11, such errors 
should be noted on Record Form No. 4 and attached to the NCR-1l2 
or NOCR-15 covering the NCR-11 in connection with which the errors 
were found, If the initial spot-check of forms NGR-11 reveals 
any considerable number of errors in the preparation of such forms, 
particularly in connection with the entries in items 16 and 27 of 
Table II, a second sample of NCR-11 should be checked. If the 
second sample indicates that such errors are being made consis- 
tently, but are not sufficient in number to warrant returning the 
transmittal to the county, stamp or write the word "accepted" and 


the dete of acceptence below the form number on the first sheet of 


the original and the first sheet of the copy of forms NCR-13. 


i 1 jrtale | 


mt pins i at net ei et ih sd “the om ey ‘i 


“ é 


Ris wisaegase) ate ‘mah * ct aN tins soars tye vil tal % 


i ih hehe Nud. he Sy «i Mla iy ae he pike 


' 


Aah payee wt) hls Neelam | ue +h 
kit we i hassel UR dient Laan eget) oe — toes APs aS 


wit ae det boat ee ee hap | ron ft, iti eer i ‘; 


pal | is } a ee ft ‘i i ¢ a kt : thie bey heh " rte ff “ ra sit ’ f 


’ heh iil ok: hivedie. Sie me oe. tity June Jee yy ae) ad ‘ elite, ( 


® 


J er ie Bs Ms Ad 
veda engi 2 Splat Om gpd ale dae eee ‘OLagethe ae, 


i { : ji be 
= i x +, i , 


& 
feats J (ras J * 


i} 4, ie oe) a 
— i fe m ees e F . ' ia, 
Te ee 


fly mf : \ : ; ql Fj eye ao is | j 


uP. A | ee Fag ved * — cs ave a ‘bh ane iB 4 ete yCieD 1 hy a Twat 


‘»! 


* i i 1 


wh A ; . iv x bal we m oan ti, wo 


als aoe 
Such acceptance snall be inttialed by the person in charge of tne Ac- 
¢eptance Unit. Write the words "Complete examination of NCR-ll neces 
sary" immediately below such acceptance. File the copy of NCR-13 in 
the "Accepted Transmittals"” file, and release the originals of forms 
NCR-13 and the applications covered by such transmittal to the Re~ 
ceiving and Files Unit. 

County Committees have been instructed to attach the original 
of NCR-1l to the first NCR-12 or NCR-15, that is transmitted by the 
county on NCR-13, to which such NCR-1l refers. Tue Acceptance Unit 
shall make a spot-check to determine that an NCR~ll is transmitted on; 
each NCR~-12 and for each block of each NCR-15 in a transmittal or is on 
Tile im the Stetictics section. If such check reveals that any con- 
siderable number of such forms NCR-1l have not been received in the 
State office, such transmittals should be retained in the Acceptance 
Unit until such forms NCR-1l are received. In such cases the county 
committee should be requested to forward such forms NCR-11 to the 
State office immediately, indicating that such forms NOR-ll are ap~ 
plicable to a transmittal of forms NCR+ll or NOR-15 being held in the 
Acceptance Unit. 

If the spot-check reveals {1) that any forms NCR11 relating to 
forms NCR-12 and NCR-15 in a transmittal are missing, but the number of 
such forms NCR-11 is not sufficiently large to warrant holding the 
transmittal in the Acceptance Unit and requesting the county committee 
to forward the forms NOR~1l for such transmittal, <ad (2) a complete 
exeminntion of such forms in the Examination Unit is necessary, the 


transmittal should be accepted. The county committee should be re- 


quested to check the forms NCR-13 for such transmittal in its files, 
and to forward to the State office all forms NCR-ll relating to such 


transmittal not already forwarded, 
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PART II - RECEIVING AND FILES UNIT 


(Operation No. 2) 


The personnel of the Receiving and Files Unit shall consist of 


receiving clerks, record clerks, and file clerks. All clerks in this 


unit shall use lead pencil. 


1. Instructions to Receiving Clerks. 


aR 


When a transmittal of Forms NCR-l2 or NCR-15 is received 

from the Acceptance Unit, stamp immediately to the right 

of the form number the date of receipt on each sheet of 

each form received from the Acceptance Unit. 

Two clerks working together shall check the serial numbers 

of Forms NCR-l2 and NCOR-15 against the serial numbers listed 

on NCR-13. Enter a check mark (/) in the left-hand margin of 

NCR-13 opposite each serial number for which there is in the 

transmittal an NCR-le or NOR-15 with a corresponding serial 

number. 

a. If an NCR-le or NCR-15 is received and the serial number 
of such form is not listed on NCR-13, enter on NCR-13 
such serial number and the name of the applicant. Initial 
NCR-13 to the right of the serial number. If any correction 
has been made on NCR-13 with respect to a Form NCR-le or 
NCR-15 prepare Record Form No. 5. Enter on such record 
form in columns (a), (b), and (c), the information shown 
on such NCR-15 before correction and enter on the same 
line in columns (da), (e), and (f), the information shown 


on NCR-13 after correction. 
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If an NCGR-1l2 or NCR-15 is missing for a serial number 

which is listed on NGR~13, draw a line through the serial 
number and all data opposite such serial number, and initial 
the deletion. Indicate in column (a) of Record Form No. 95 
the State and county code and serial number of the missing 
application and on the same line on the right half of such 
form enter the words "application not in transmittal", 

When two applications for payment have the same serial num- 
ber, refer such forms to the person in Eas, who will de- 
termine whether they refer to the same farm or to different 
farms. If it appears that both farms have been executed 

by the same person and cover the same farm, prepare Record 
Form No. 4 for each such NCR-l2 or NCR-15, indicating thereon 
the State and county code and serial number, the name of the 
applicant, and the apparent. duplication, and attach such 
Record Form No. 4 to-.each such.NOR-12.or.NCR-15... If it is 
determined that the two applications for payment refer to 
different farms, the person in charge shall assign a new 
serial number to one of such Forms NCR-le or NCR-15. The 
first serial number so assigned to an NCR-le in a county 
shall be 8001; to an NCR-15, 9001 to an NCR-le or NCR-15 
which bears the notation "Cotton Farm" or "Share-Cropper 
Farm in line 9 of Section II, 9501. The person in. charge 
shall assign subsequent serial numbers consecutively and 
shall maintain a record of serial numbers so assigned for 
each county. Enter such new serial number on NCR-15 and 


on the appropriate NCR-le or NCR-15 and related forms, 


os ‘, 
‘? ny 


vas, 


Ad 


‘yl i 


at epithe i BS | “el aed csr 
oa f i } , ; : \ : ai; ; 
\ ‘i . r 1 i 


iJ > . sy 

c (0 5 fy si nail sedi, 4 2 ie ee i 

speed nee Mae MRA A i = St Mircea fan me Shalt east 3 aes ion aie pti oe ee 
A ' on 


t 
i" ” 
\ 4 es ~ 
) eee : . > ' 
ei ee es eae, else Ee GASH, on ney i? ) P oat oe 
an? ih ae ad 5 aie He Be “Sate tga Gs ae? Bey oe Pate,” * 
r 


a ee 
[iy . ' 
oe p mn 
| " ‘ 5 hs ee ; 
= ; ! | 
(eth at 
t Tayi 
(ayy ‘ 
fe , } 
me . ! 
fia i 
Her aor. . 
\y i} \ j 
i 
4 4 Km, ~ 
I ¥ \ : 4 i ‘ | i ‘ Fike 
f : 
Pre eu 
{ A ! 
ii f i ‘ j Pi ' 
) 4 . Teh i,’ Wik AK! a 
} \ ‘| | V i me a ri ur 
rv ae 7 f ° 
hats hil , ‘ } rs : 
ws F ‘ ) ” iii 
Nh, fe | aap, ti i, 
{ \ "Tl 
\ : i ' Li i! ‘ i i} 
’ i { ik yi ee 


Sh cae 


and indicate on Record Form No. 5 the original and the 

new serial numbers and the name of the applicant. 

If the State and county code has not been entered on 

NGR-12 or NCR-15 and related forms, make such entry. ee 

a serial number has not been entered on NCR-le or NCR-15 

and related forms, determine from NCR-13 the correct 

serial number for such form and enter such serial number 

in the space provided therefor. 

If an NOR-12 or NCR-15 and related form is received and 

the State and county code and serial number are missing 

from both the form and NCR-13, prepare Record Form No. 4 
indicating thereon these facts and attach such Record 

Form No. 4 to such application. 

After all the corrections made on the Forms NCR-13 ina 
transmittal have been entered on Record Form No. 5, transmit 
such form to the Application Clearance Unit. 

A list of persons indebted to the United States Government 
by reason or an overpayment on a corn-hog or other commodity 
contract will be furnished each State office. Using this 
list, check the NCR-13 to determine whether any such persons 
have made applications for payment under the 1936 Agricultural 
Soeern ion Program. If there appears on the NCR-15 the 
name of a person shown on such a list, prepare Record Form 
No. 4 indicating the State and county code and serial number 
of the suspended case and the reason for such suspension and 
attach it to the Form NCR-le or NCR-15 and related forms 


executed by such person. 
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Arrange all Forms NCR-lé and NCOR-15 and related forms in 
the transmittal in application serial number order. 
The person in charge shall assign priority block number 1 
to the first transmittal of Forms NCR-12 or NCR-15 accepted. 
Subsequent transmittals from the various counties shall be 
numbered consecutively in the order of receipt of such 
transmittals, without regard to State and county codes. For 
example, if the first transmittal accepted is from Washington 
County, it shall be assigned priority block No. le 52 ee 
second transmittal accepted is from Jefferson County, it shall 
be assigned priority block No. ©, Inter the assigned priority 
block number in the upper right-hand corner of the first page 
of NCR-13. 
The person in charge shall keep a record of the priority block 
numbers assigned. This record shall be referred to as the 
"Priority Block Number Register". 
Place the NCR-13 on top of the Forms NCR-12, NCR-15, and 
related forms in the transmittal and release the county 


block to the record clerk. 


II. Instructions to Record Clerk. 


1. 


oe 


Before any county blocks are received in the Receiving and 
Files Unit, prepare a County Progress Record on Record Form 

No. 1 for each county in the State. Keep these forms in..2 
loose-leaf binder. 

Upon receipt of a county block from the receiving clerk, divide 
such county block into lots of not more than 100 Forms 


NCR-12 or NCR-15. Insofar as is possible Forms NOR-le 
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from the same minor civil Bee should be placed in 

the same lot. Prepare lot records in triplicate on Record 
Form No. 2. Assign the first lot in a county a muumber-be- 
ginning with No. 1 and number subsequent Lote trom: eucl 

county consecutively. Enter in the first space in the 

upper right-hand corner the priority block number assigned 

to the transmittal. Enter in the second space in the upper 
right-hand corner the State and county code. Enter in the 
third space in the upper right-hand corner the lot number 
assigned to such lot. Immediately beneath the Litie of une 
form enter the name of the State and the name of the county. 
Enter in the next line in the first space the number of lots 
‘in the county block and enter in the next two spaces the first 
and last lot numbers, respectively, of suchblock. Enter in 
Section I, the serial numbers included in such Lote: in digs 
ing serial numbers on the lot record, either (1) enter the TLESG 
and last serial numbers and list the serial numbers of missing 
applications; for example, 101-c00, inclusive, except Nos. 07, 
68, and 93; or (2) list the serial numbers of the applications 
which are present, whichever is the more practicable, Enter 
in the last line in Section 1 in the space provided there- 
for, the total number of Forms WCR-12 and NCR-15 in the Lot. 
If the notation "complete examination of NCR-11 necessary" 
appears on NCR-13 enter in all Record Forms No. 2 for such 
NCR-13 in Section I immediately following the words "Serial 
numbers included in lot," the phrase "Complete examination 


of NCR-11 ne¢essary." 
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Enter in column fa) of the dounty progress record the priority 
block number. Enter in column (b) the lot numbers of the lots 
in the county block. Enter in colum (c) the date of preparation 
of the lot records. Enter in column (i) the number of Forms 
NCR-12 and NGR-15 in each lot. Obtain a total for column C45 
for each county block, entering such total in red pencil 
imnediately below the last entry in column (i) for such 
county block. In the case of a subsequent transmittal or 
a request from the Application Clearance Unit for the 
assignment of a lot number, consult the county progress record 
before assigning such lot numbers and then assign the next 
succeeding number. In the case of a request from the Application 
Clearance Unit, enter in column (bd) of the county progress 
record the lot number assigned. At the same time on the same 
line, enter in columns (a), (c), (a), Ley ct), (ily end (kc), 
the letters "Ad Ge Uy" 
Sign and enter the date in the space provided in Section III 
of the original and the two copies of each lot record and 
release the originals and first copies of all lot records and 
all Forms NCR-12, NCR-15, and related forms +o the file clerk, 
by county blocks. 
Place the original of each set of Forms NCR-13 from a county 
in a folder to be used as a permanent record of applications 
received. Place the second copies of the lot records in 2 
separate folder, 
File the folder containing the second copies of the lot records 


and the folder containing the originals of all Forms NCR-13 in 
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a file labeled ‘Control Record!, Such control record shall be 
arranged by counties. The records for each county shall be 
arranged in the following order: 
a. Folder containing the originals of all Forms NOR-1d. 
b, Folder containing lot records in consecutive order. 
Fach unit which releases a county plock will prepare Record 
Form No. 3 in duplicate for such block, The copy of Record 
Form No. 3 will be forwarded with the county block to the 
unit receiving such block. The original of Record Form No. 
3 will be signed by the unit receiving the county block and 
will be transmitted to the record clerk, From the dates on 
such record form, enter on the county progress record the 
date of release of the county block or lot to each unit, Yor 
example, the date of release of a county block or lot to the 
Examination Unit is to be entered in column (ad) of the county 
progress record, File the Record Farm No. 3 from which such 
date is taken in a separate file, When a county block is 
released from the Examination Unit, the number of suspensions 
in each lot in the county block will be indicated on Record 
Form No. 3, which will be returned to the record clerk. Mnter 
in column (k) of the county progress record for each lot, the 
total wumber of suspensions in such lot by the Application 
for Payment Section. The original of each lot record, showing 
the serial numbers of suspended cases will be returned from 
the Examination Unit to the record clerk. File such original 
lot records in the Control Record in place’ of the copies and 


destroy the copies, When the Record Form No. 3 showing the 
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release of a county block to the General Accounting Office 
is received by the record clerk, enter in colum (h) of the 
county progress record tne date shown on such Record Form No. 4, 
end enter in colum (3) the number of Forms NCR-12 and NCR-15 
released to the General Accounting Office, Such number will 
be shown in column (b) of Record Form No. 3 headed 
"Identification of Forms Released." 
The Application Clearance Unit will prepare 4 Record Form 
No, 3 listing the serial numbers of all Forms NCR-l2 and 
NCR-15 which were suspended by the General Accounting Office. 
The original of such Record Form No, % will be forwarded to 
the record clerk, Enter the serial numbers of the cases 
suspended in the General Accounting Office shown on such 
Record Form ih Section IV of the appropriate lot records, 
and enter in column (1) of the county progress record for 
each lot, the total number of suspensions in such lot in 
the General Accounting Office. 
When payments are made in connection with Forms NOR-le or 
NCR-15 included in a lot, a schedule of disbursements, 
Form oa, ACP~22 will be transmitted to the State office 
by the Disbursing Office of the Treasury Department. from 
the infomation shown on such schedule of disbursements, enter 
on the county progress record for each lot in columns (m) 
and (n) the Disbursing Office Voucher number and the date 
paid, respectively. 
When suspended cases are cleared in the Application Clearance 


Unit, such cases will be released by lots directly to the Pay~ 
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Cee tex 
ment Schedule Unit. A lot, in such instances, will consist of 
as many cases from the same county, not in excess of 100; as 
can be eee cleared at one time. The Application Clear- 
ance Unit will prepare Record Form No. 2 for such lot in 
duplicate and forward tne original of such lot record to the 
record clerk, File such lot record in the appropriate place in 
the control record and make the necessary entry in colwnn (g) 
for such lot on the county progress record, 

Upon receipt of a Record Form No. 6, original and first copy, 
determine whether the requested material is a Form NOR-ll, 
NCR~1L2, NCR-14, NCR-15, NCR-16, NCR-17, NOR-18, or other form. 
a. If the material requested is a Form NCR-lz or NCR-15, 
determine from the control record the location of such 

form, 

(1) If the form requested is in the Receiving and Files 
Unit, or in the Examination Unit, withdraw such form 
from its place in the lot and insert in its place the 
original Record Form No. 6 Attach to the form re- 
quested the copy of such Record Form No, 6 and forward 
them to the person making such request, When the person 
who has requested such form has completed his exami- 
nation of such form, he will return such form, together 
with copy of Record Form Ne. 6 to the record clerk, 
Upon receipt of such form and the copy of the attached 
Record Form No, 6, determine whether the lot in which 
such form was contained has been released to another 


unit or is still in the same unit. If such lot has been 
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ees eae 
released to another unit, forward such form, together 
with the attached copy of Record Form No. 6, to the 
Application Clearance Unit. If sucn lot has not been 
released to another unit, return the form which wes re- 
quested, to the appropriate county block and destroy 
the original and copy of the Record Form No. 6 Any 
unfinished operations on such form in such unit shall 
be completed before such lot is released to the next 
unit. 
If the requested NCR-le or NOR-15 is in the Entry 
Unit, the Computation Unit, or the Payment Schedule Unit, 
withdraw such form from its place in the lot. bnter 10 
Section IIL of the lot record accompanying the lot and in 
Section II of the appropriate lot record in the control 
record the serial mamber of such NCR-le or NOR-15. 
Prepare Record Form No. 4 for each case, noting on the 
copy of such form "Return to Application Clearance Unite” 
Attach such Record Form No. 4 to the original of Record 
Form No, 6 and forward them to the Application Clearance 
Unit. Attach to the form requested the copy of Record 
Form No. 6 and forward them to the person making such 
request. When the person who has requested such form 
has completed his examination, he will forward such 
form, together with the attached copy of Record Form 


No. 6, to the Application Clearance Unit. 


If the material requested is a Form NCR-14, NCR-16, or NCR-18, 


determine the location of such form, If the copy of such form 
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is in the files of the Receiving and Files Unit, #i¢harate Le, 
leaving in its place the original of Record Form No. 6 If 
the form requested is in the Statistics Section, obtain such — 
form and leave in its place the original of Record Form No. 6. 
If the data from such form have not been recorded in the 
Statistics Section, note on the copy of Record Form No. 6 
that the requested form is to be returned to the Statistics 
section for the recordation of data therefrom. Upon return 
of the form with the copy of Record Form No, 6 attached from 
the person who requested it, forward them to the Statistics 
Section. If the data from such form have been recorded 
in the Statistics Section, upon return of such form with 
the copy of Record Form No, 6 attached from the person who 
requested it, destroy the attached copy of Record Form No, 6 
and forward such NCR+14, NCR-16, or NCR-18, to the file clerk . 
in the Receiving and Files Unit, who will file the form. If 
such form is located in the Receiving and Files, Examination, 
Entry, Computation, or Payment Schedule Unit, follow instruce 
tions outlined under paragraph a., withdrawing from the lot 
the requested NOR-14, NCR-16, or NCR-18, and all releted forms, 
If the material requested is a Form NCR-11 or NCR-lla, de-~ 
termine the location of such form, If such form is attached 
to an NOR-12 or NCR-15, enter the serial number of such NOR-12 
or NCR-15 on the original and copy of Record Form No, 6 and 
forward the original of such record to the Statistics Section, 
If such NCR~1ll or NCR-lla is in the Statistics Section, with- 


draw such form and leave in its place the original of Record 
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Form No. 6. Attach to the withdrawn form the copy of Record 
Form No. 6 and forward them to the person making such request. 
When the Form NOR-1l or NCR-lle is received from the person 
who requested such form, forward it together with the copy 
of Record Form No, 6 attached thereto to the Statistics 
Section, regardless of where such form was obtained, 

Prepare and transmit daily to the person in charge of the 

Application for Payment Section a report showing; 

a. Number of Forms NCR+12 and NCR-15 received in the Re~ 
ceiving and Files Unit on such day.. 

b. Total number of Forms NOR-12 and NCR-15 received 
in the Receiving and Files Unit up to and including 
such day, 

c. Number of Forms NCR-12 and NCR-15 forwarded to the 
General Accounting Office on such day. 

d. Total mumber of Forms NCR-12 and NCR-15 forwarded to the 
Generel Accounting Office up to and including such day. 

e. Number of Forms NCR-12 and NCR-15 suspended to the An 
plication Clearance Unit by the Application for Payment 
Section on such day, 

f. Total number of Forms NOR-l2 and NCR-15 suspended to the 
Application Clearance Unit by the Application for Pay- 
ment Section up to and including such day. 

g. Nomber of Forms NCR-12 and NCR-15 suspended to the 
Application Clearance Unit by the General Accounting 


Office on such day. 
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he Total number of Forms NCR-le and NCGR-15 suspended to the 
Application Clearance Unit by the General Accounting 
Office up to and including such day. 
4. Such information concerning the number of cases paid 
and the amount of payments as is available. 


i, “Such other information as may be requested. 


III. Instructions to File Clerk. 


1. 


Le 


Arrange all county blocks on shelves or tables in the order 

of priority block numbers. 

Upon receipt of a request for work from the Examination Unit, 
withdraw the county block having the lowest priority block 
number. Prepare Record Form No. 3 in duplicate. Enter in 

the upper right-hand corner of such Record Form No. 3 the 
priority block number and the State and county code. Enter 

in the space following the words "Released to" the words 
Ngxamination Unit," and enter the date in the space pro~ 

vided therefor. Enter in column (a) the lot numbers and in 
column (b) the total number of Forms NOR-12 and NOR-15 in 

each lot of such county block. Release the county block, 

both copies of the Record Form No. 3, and the listing sheets 
(NOR-6) for the county, to the Examination Unit. The original 
of Record Form No. 3 will be signed by the Examination Unit 
end shall be forwarded to the record clerk in the Receiving 
and Files Unit. The copy of such record form will be retained 
in the Examination Unit. If Forms NOR-6 for a county are not 
on file in the State office, do not release the county block 
to the Examination Unit, Notify the person in charge who will 


take the necessary steps to obtain such Forms NCR-6. 
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When the copies of Forms NOR-14, NCR-16, ond NOR-18 are re- 
leased by the Statistics Section to the Receiving and Files 
Unit, file such forms in application serial number order by 


counties. 
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PART III —\ EXAMINATION UNIT 
(Operation No. 3) 

The personnel of the Pie Per ee Unit shall consist of check- 
ing clerks, examining clerks, and review clerks. Shecking clerks 
shall use blue pencil, examining clerks shall use green ink, and 
review clerks shall use purple ink. Instructions relative to the 
examination of NCGR-17 and forms related thereto are contained in NCOR-20a. 

Upon receipt of a county block from the Receiving and Files 
Unit, Forms NCR-12 and NOR-15 and related forms shall be assigned to 
checking clerks by lots. Checking clerks shall work in pairs. ‘Then 
a lot is completed by a pair of checking clerks, it shall be assigned 
to an examining clerk. When a lot is completed by an examining clerk, 
it shall be assigned to a review clerk. Lots should be distributed 
in such a manner as to insure the completion of all lots in a county 
block at approximately the same time. 

Then an entry on NCR-12 or NCR-15 is found to be correct, place 
» Got above and to the right of such entry. Although an entry is 
found to be incorrect, complete the checking of a.i other entries. 
Exemining clerks and review clerks shall examine and review all Forms 
WCR-12 and NCR-15 in a lot, including cases suspended by checking 
clerks. If, in the cxamination of a case suspended by a checking 
clerk, the examining clerk finds en additional reason for suspension, 
such reason should be indicated on the Record Form No. 4 attached to 
such NCR-12 or NOR-1l5. 

Reference to all entries on NCR-12 and NCR-15 will be made by 
line number and column heading. For example, the entry in line 1, 
column (a) of Section II of NCR-12 or of any block of Section Il of 


NCR-15 will be referred to as "l(a)". 
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Instructions to Checking Clerks. 


Reference to column (2) or column (3), as the case may be; 
shall mean the column (2) or column (3) of NCR-6 on the line 
which has the same work sheet number in column (1) as is 
entered in the third line of Section 1 of NOR-l2 or in the 
space provided for such work sheet number above each block 
of NCR-15. If, in making the entries in columns (2) and (3) 
of NCR-6 hereinafter set forth, it is found that an entry 
has already been made in such column (2) or (3), except as 
otherwise provided, prepare Record Form No. 4, indicating 
thereon the State and county code and application scrial 
number of such NCR-12 or NCR~15, the reasons for suspending 
such case, and the number already entered in such column (2) 
or (3). Attach such Record Form No. 4 to the appropriate 
NOR-l2 or NOR-15 and place such NCR~1l2 or NCR-15 on top of 
the lot. Two clerks working together shall make entries on 
NCR-6 as follows: 

a. If the entry in 9(f) of NOR-12 is 100 percent, enter the 
application serial number of such NCR-12 in the upper 
right-hand corner of column (2) and enter "xxx" in the 
upper right-hand comer of column (3). 

b. If the entry in 9(f) of NCR-12 is less than 100 percent, 
and if the name of the applicant on NCR=-12 agrees with 
the name in either column (2) or column iS a enter the 
application serial number of such NCR-1l2 in the upper 
right-hand corner in column (2) or (3) in which such 


name appears. 
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¢. If the entry in 9(f) of NCR=12 is less than 100 percent 
and the name of the applicant on NCR-12 does not agree 
with the name in either column (2) or column (3), enter 
the application serial number in the upper right-hand 
corner in column (2), and enter a check mark (¥) in 
the upper right-hand corner in column (3). 
ad. If the entry in 9(f) of INCR-12 is less than 100 percent 
and the name of the applicant on NOR=12 does not agrce 
“with the name in cither column (2) or column a4 and 
if a check mark has been entered im column (3), enter 
the serial number of such NCR~12 before such check mark. 
If the name on such NCR-12 agrees. with the name in 
column (2), trensfer the serial number entered in column 
(2) to column (3) before the check mark in such column 
(3) and insert such other serial number in column (2). 
e- Follow the procedure set forth in the preceding sub- 
Givisions, a to d, inclusive, for the blocks in each 
NOR~-15., 
If, in making the determinations hereinafter set FOr, 2& 
Cisagreement between an entry on NOR-12 or NGR-15 and NcR-6 
is found, prepare Record Form No. 4, indicating thereon the 
State and county code and serial number of the suspended 
case, and the disagreement in the entry. Attach Record 
Form No. 4 to the appropriate NCR-12 or NGR-15 and place 
such NCR-12 or NCR-15 on top of the lot. ‘wo clerks work- 
ing together shall check entries on NCR-12 and NCR~15 


against corresponding entries on NCR-6, first checking all 
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Forms NGR-12 in the county block and then all the Forms 

NOR-15 as follows: 

a. 1(f£) of NCR-12 or NOR-15 must agree with column (14) 
of NCR-6. 

b. 2(e) of NCR-12 or NCR=15 must agree with column (33) 
of NCR-6. 

ec. l(a) of NOR-12 or NCR=15 must agree with column (34) 
or (36) of NCR-6, whichever bears the same heading as 
column (a) of NCR~12 or NCR~15. 

d. 2(a) of NCR-12 or NCR-15 must agree with column (35) 
or (37) of NCR-6, whichever bears the same heading as 
column (a) of NCR-12 or NCR-15. 

6. 1(b) of NCR-12 or NOR-15 must agree with column (34) 
or (36) of NCR-6, whichever bears the same heading as 
column (b) of NCR-12 or NCR-15. 

f. 2(b) of NCR-12 or NOR-15 must agree with column (35) 
or (37) of NCGR-6, whichever bears the same heading as 
column (b) of NCR-12 or NCR-15. 

If the notation "complete examination of NCR-11 necessary" 

has been entered in Section I of Record Form No. 2 im- 

mediately following the words "serial numbers incluced in 

lot", check the entries on each NCR-11 as hereinafter indicated. 

Request on Record Form No. 6 any Forms NCR-1ll for the lot 

not attached to an NCR-12 or NCR-15 in the lot. 

a. The entry in 12(b) of Table I must agree with the sum 
Of the entries in lines 1 to 11, inclusive, of column 


(ob) of Table I. 
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The entry in 12(c) of Table I must agree with the sum 
of the entries in lines 1 to 11, inclusive, of column 
(c) of Table I. 

The entry in 15(b) of Table I must agree with the sum 
of the entries in lires 12 to 14, inclusive, of column 
(b) of Table 1. 

The entry in 15(c) of Table I must agree with the sum 
of the entries in lines 12 to 14, inclusive, of column 
(c) of Table I. 

The entry in 25(b) of Table I must agree with the sum 
of the entries in lines 18 to 24, inclusive, of column 
(py) of Gable I. 

The entry in 25(c) of Table I must agree with the sum 
of the entries in lines 18 to 24, inclusive, of column 
(ce) of Table Is 

If the entry in 6(b) of Table II is equal to or less 
than the entry in 15(b) of Table I, the entry in 16(b) 
of Table I must be zero. 

If an entry other than zero appears in 16(b) of Table I, 
such entry must be equal to or less than a figure ob- 
tained by subtracting 15(b) of Table I from 6(b) of 
Paple Ii. 

If the entry in 27(c) of Table I is equal to or less 
than the entry in 27(b) of Table I, the entry in 16(c) 
of Table I must be zero. 

If there is an entry in 16(c) of Table I other than 
zero, the entry in 27(c) of Table I must equal 27(b) 


of Table I. 
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- Upon completion of the checking work for a lot, both 
checking clerks shall sign and enter the date in the space 
nrovided therefor in Section III of Record Form No. 2. 
Place all suspended cases on top of the lot, but do not 
list the serial numbers of such suspended cases on such 
Record Form No. 2+ Release the lot. 
Instructions to Examining Clerks. 
If, in an examination of Forms NCR-12 or NCR-15 it is found that 
such forms do not meet the requirements hereinafter set forth, 
prepare Record Form Noe 4, indicating thereon the State and 
county code and serial number of the suspended case and the 
reasons for suspending such case. Attach Record Form No. 4 to 
such NOR-l2 or NOR-15 and place such NCR-1l2 or NOR-15 on top 
of the lot. 
1. Upon receipt of a lot, determine that no unauthorized de- 
letion has been made in any printed matter on NOR-l2 or 


2. Determine that a work sheet number has been entered in 


line 3of Section I of NCR-12 and above each block of 
NCR-15. If the work sheet number is missing, obtain such 
work sheet number from NOR-6 and enter it in the space 
provided therefor on NOR-12 or NCR-15. 

Check the bases in line 1 of cach NCR-l2 and of cach block 
of NCR-15 in the lot, as follows: 

a. 1(f) must cqual the sum of l(a), 1(b), 1{c), 1(4), end 
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a SL ue 
b. l(c) must equal 3(c) unless the result obtained by 
subtracting l(a) and 1(b) from 1(f) is less than 3(c), 
in which case l(c) must be the result obtained by sub- 
tracting 1(a) and 1(b) from 1(f). 
ec. 1(d) must equal 3(d) unless the result obtained by sub- 
tracting l(a), 1(b), and 1(c) from 1(f) is less than 
3(a), in which case 1(d) must be the result obtained by 
subtracting l(a), 1(b), and l(c) from 1(f). 
If there are any erasures or corrections in Section II of 
WCR-12 or NOR-15, determine that such erasures or corrections 
have been initialed by the applicant and by a member of the 
county committee. 
If thore is an entry in any line in column (a) 
cetermine that the name of the type of tobacco has been 
entcred in the heading of column (a) and if colum (bd) is 
used for tobacco, determine that the name of the type of 
tobacco has bcen entercd in the heading of column (b) and 
that the word "cotton" in column (b) has been stricken. 
If there is an entry in l(a), l(b), l(c), 1(4), or 1(e) of 
NCR-12 or NOR-15, there must also be an entry in 2(a), eee 
2(c), 2(ad), or 2(e), respectively, of such form. 
If there is an entry in 3(a) and there is no entry in l(a), 
determine that there is an entry in 2(a). Make the same de-~- 
termination for column (bd). If, in such cases, there is no 
entry in 2(a) or 2(b), refer the case to the person in charge, 
who will determine the appropriate entry by multinlying the 
county check yield for cotton or tobacco, as the case may be, 
which will be found in the upper right-hand corner of the approp- 


riate special crop listing shect for such county by the productivity 
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13. 


14, 


oe 3D ae 
index for the farm. Make such entries in 2(a) and 2 (b) 
green ink. 
If there is an entry in 3(e) and there is no entry in 
1(c), determine that there is an ontry in 2(e). 
Determine that for each soil building practice number 
listed in line 7 of NOR-12 or NOR-15 there is an acre- 


age figure entered in the corresponding space in line 


Determine that for each entry in line 8 of NOR-le2 or 


WCR-15 there is a soil building practice number listed 


‘in the corresponding space in line 7 of such form. 


If soil building practice number"(m)" has been entered 
in line 7 of WCR-12 or NCR-15, determine that the nun- 
per of fect has been entered immediately to the right 
of such soil building practice number "(m)." 

Determine that there are entries in 4(f) and 5(f) of 
WCR-12 or NOR-15. 

Determine that there is a percentage figure in 9(f) of 


HCR-12 or NOR-15, and if there ig no percentage figure 


in 


entered in such 9(f), determine that the notation “cotton 


fern" or "shareercoper farm" has beon entored on line 9. 
a 


a. Detormine that a date has beon entered in the 


space provided therefor in Sections I, III, and 
IV of NCR-12, and that the date in Section IV is 


not earlier than the date in Section I. 


b. Determine that a date has been entered inthe spaces 


provided therefor in Sections I, II, and III of NOR- 


15, and that the date in Section III is not earlier 
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then the date in Section I. 


Determine that acceptable signatures have been 
affixed in Sections I; III, and IV of NCR-1l2, 

and that all such signatures were affixed with 

pen or pencil. 

Determine that acceptable signatures have been 
affixed in Sections I, II, and III of NCR-15 and 
that all such signatures were affixed with pen 

or pencil. 

Determine that the signatures appcaring in Sections 
III and IV of NCR-12 are not those of the applieant. 


Determine that the signatures appearing in Sections 


II and III of NCR-15 are not those of the applicant. 


The signature of 
for in Section I 
the applicant in 


WCR-15 should be 


identical. 


the applicant in the space provided there- 
of NOR-12 or NCR-15 and the typed name of 


line 1 of Section I of Such NCR-le or 


However, if any of the fol- 
? a 


lowing examples of differences between typed names and 


signatures appear on NCR-12 or NCR-15, such forms should 


not be suspended. 


Typed, Name 


w 


we Doe 


Jonn Doe 


Mrs. Sareh Smith 


Jones and Smith, 
a partnership 


J+ Ded; Adm. of 
R. Roe Estate 


+ 


Jgonn Doe 
or Jno. Doe 


Jno. Doe 
or John #1. Doe 


Serah Smith 


Jones and Smith 
by John Smith, a partner 


John Doe, Adm. of 
the Estate of 
Richard Roe, Deceased 
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18. 


19: 


20. 


= 2 ae 


If any of the following examples of differences between 
typed names and signatures appear on NCR-12 or NCR+15, 


such forms snall be suspended. 


Typed Name Signature 
John Doe gd. Doe 
or J. A. Doe 
Mrs. John Smith Mrs. Mary Smith 


or Mary Smith. 
Jones and Smith John Smith 

If the signature of any applicant was affixed by mark, such 
signature must have been witnessed by at least one person 
whose signature must be in the original and handwritten. 
If the signature in eee inn I of NCR-le or NCR-15 is that of 
& person acting in a representative or fiduciary capacity, 
determine that such person in his signature hag disclosed 
the principal or entity for whom he is acting and has in- 
dicated the capacity in which he has signed. Examples of 
acceptable signatures of persons acting in a representative 
or fiduciary capacity will be found in Form ACP-16. 
Determine the name of the payee as such name should appear 
on the check issued as payment under NCR-12 or NOR+15. 
If the signature of the applicant in the space provided 
therefor in Section I of NCR-12 or NCR-15 is in the style 
in which such name should appear on the check, such 
Signature shall be used as a designation of the payee. If 
any change is necessary in the style of the Signature, either 
print the name of the payee on a slip of paper and staple such 


slip of paper to NOR-l2 or NCR-15 over the signature of the 
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applicant, in such a manner that the signature will remain 

accessible, or, where possible, bracket that portion of the 
‘ signature which should not appear upon the check. The names 

of payees as they should appear on checks are as follows: 

a. In the case of an individual, the name should be in the 


same style as the signature of the applicant. 


Example: Signature Payee 
John He. Doe John H. Doe 


b. In the case of co-signers the names of such co-signers 
should appear, one avove the eee in the same style 
as the signatures of the applicants in the space provided 
therefor in Section I of NCR-l2 or NCR-15. The last 


name shall be preceded by the word "and". 


Example: SIGNATURE PAYEE 
John H. Doe John H. Doe 
Richard Roe and Richard Roe 
’ cs In the case of a sole proprietorship, the name of the 


payee should be the name of the sole proprietorship. 


Example: SIGNATURE PAYEE 
ABC Company ABC Company 
by John Doe 


Sole Proprietor. 
d. In the case of a partnership, the name of the payee 
shall be the name of the partnership. 
Example: SIGNATURE PAYEE 
Jones and Smith Jones and Smith 


by John Smith, 
a partner. 
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In the case of a corporation, the name of the payee shall 
be the name of the corporation. 
Example; SIGNATURE PAYEE 
212 00. Tc. Rie On Ines 
by John Doe, Pres. 

In the case of an administrator, executor, guardian, or 
committee, the name of the payee should be shown in 
three lines. The name of the administrator, executor, 
guardian, or committee, and the title (abbreviated) should 
appear in the first line. The words "of the estate of" 
should appear in the gecgnd line. The name of the deceased, 
incompetent, or minor together with the designation "deceased", 
"incompetent", or "minor" (abbreviated) should appear in the 
third line. 
Examples: SIGNATURE PAYER 

John Smith, Executor John Smith, Exec. 

of the estate of or the estate of 

FP. Smith, deceased fy Smith, Dec. 

John Smith Estate James Smith, Adm. 

by James Smith, Adm. of the estate of 

dohn Smith, Dec. 

John Doe, Guardian John Doe, Gdn, 

of Richard Roe, In- of the estate of 

competent. Richard Roe, Incom. 
In the case of a receiver, trustee, or liquidator the name 


of the payee should appear in two lines. The name of the 
receiver, trustee, or liquidator and his title should 
appear in the first line. The name of the bank or insti- 
tution or other entity for which the receiver, trustee, 


or liquidator is acting should appear in the second line, 
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or the second and third line, if the third line is necessary. 


Example: SIGNATURE PAYEE 
Richard Roe, Receiver Richard Roe, Rec. 
for City National for City Nat. Bank 
Bank of Elkton, Ill. of Elkton, Ill. 


h. In the case of a State, county or municipality, or agency 
thereof, the name of the payee should be the name of such 
State, county, municipality, or agency. 

Examples: SIGNATURE PAYEE 
State of South Dakota Rural Credit Board 
by and through its of South Dakota. 
Rural Credit Board, 
John Doe, Sup. 
Douglas County, Mich. Douglas County, Mich. 
by Jonn Doe, 
County Commissioner. 

is In the case of an agent the name of the payee should 
be the name of the principal whether such principal 


be an individual, co-signer, partnership, corporation, 


receiver, or liquidator. 


Examples: SIGNATURE PAYEE 
John Smith John Smith 
by John Doe, Agent 
John Doe, Agent ABC Company 
for AEC Co. 


21. Upon completion of the examination of all Froms NCR-1l2 
or NCR-15 in a lot, initial each approved NCR-le or NCR- 
15 in the space below the schedule number in the cer- 
tificate of administrative officer. Sign and enter the 
date in the spaces provided therefor in Section III of 


the Record Form No. e. Place all suspended eases on 
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~ 38 w 
top of the lot. Do not list the serial numbers of such 
suspended cases on the Record Form No. 2. Release the 
lot. 


IfI. Instructions to Review Clerks. 


1. Upon receipt of a lot, examine all suspended cases in 
the lot, following the instructions te Examining Clerks 
set forth in Section II of this Part III, and determine 
whether or not the suspension of such cases is warranted. 
If doubt arises rclative to the suspension of any case, 
consult the person in charge. If a suspension of NOR~le 
or NCR=-15 is not warranted, remove the Record Form No. 4 
and place such NCR-12 or NOR-15 in the proper place in 
the lot. Initial Record Form No. 4 below the signature 
of the examining clerk in all cases where the sus- 


Y 


pension of such case is approved. Initial the NCR~l2 
or NOR-15 in the space below the schedule number in 
the certificate of the administrative officer in cases 
where the suspension of the examining clerk is disap- 
proved. 

ee Examine all other Forms NCR-12 and NCR-15 in the lot, 
following the instructions to Examining Clerks set 
forth in Section II of this Part III. Determine that 
none of such cases should have been suspended and that 
the name of the payee has been correctly designatcd. 
Correct such designation if necessary, wpon approval 
of the person in charge. Initial each approved NCR-L2 


or NCR-15 in the space below the schedule number in the 
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certificate of administrative officer. Prepare, sign, 

and attach a Record Form No. 4 to each NOR-12 or NCR-15 

waich is not aporoved and for which a Record Form No. 4 

has not been prepared, and place such suspended cases on 

top of the lot. 

After completion of the review of Forms NCR=12 and NCR-15 

in the lot, list in Section II of both copies of the 

Record Form No. 2 the serial numbers of all suspended cases. 
Place all suspended cases on top of the lot and sign and 

enter the date in the space provided therefor in Section 

III of the Record Form No. 2. Relaase the lot. 

Instructions for Release of County Block. 

The clerk designated by the person in charge shall assemble all 
SUSpenced cases in tho county block and shall prepare Record 
Worm Now 3 in triplicate. In preparing such form, enter in the 
upper right corner of the such Record Form No. 3 the Priority 
Block Number and the State and county code. Entcr in the space 
following the words "Released to" the words "Entry Unit and 
Application Clearance Unit" and enter the date in the space 
provided therefor. Enter in column (2) the lot numbers and 
enter in column (b) the total number of Forms NCR-12 and NCR-15 
released to the Entry Unit in cach lot of such county block. 
Enter in column (c) the total number cf Forms NOR-12 and NCR-15 
released to the Application Clearance Unit. Enter in columns 
(4) to (h), inclusive, the application serial numbers of the 
Forms NCR-12 and NCR-15 which were suspended. Release the 


county block of approved Forms NCR-l2 and NCR-15 to the Entry 
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Unit with a copy of such Record Form No. 3. Release the sus- 
pended cases to the Application Clearance Unit with a copy of 
such Record Form No. 3. ‘The original of such Record Form No. 3, 
after being signed by the Entry Unit and the Application Clear- 
ance Unit, shall be forwarded, together with the original of 
€ech Record Form No, 2 for such county block, to the record 


clerk in the Receiving and Files Unit. 
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PART IV = ENTRY UNIT 


(Operation No. 4) 

The personnel of the Entry Unit shall consist of entry clerks 
and review clerks. Entry clerks shall use lead pencil and review 
clerks shall use red pencil. Instructions relative to entry work in 
connection with NCR-l17 are contained in NOR-20a, 

Upon receipt of a county block from the Examination Unit, 
applications shall be assigned to entry clerks by lots. When a lot 
is completed by an entry clerk, it shall be assigned to a review clerk. 
The reverse side of Record Form No. 3 may be used as a nodose of the 
clerks to whom the various lots are assigned. 

Reference to all entries on NCR-12, NCR-14 and NCR-15, will 
be made by line number and column heading. For example, the entry 
in line 1, column (a) of Section II of NOR-12, or of any block of 
Section II of NCR-15, will be referred to as '1(a) of NOR-le", or 
"1(a) of NCR-15"; the entry in line 2, column (c) of NCR-14 will be 
referred to as "2(c) of NCR+14." 

The entry work in connection with Forms NCR-l2 in a lot should 
be completed before entry work is commenced in connection with Forms 
NCR-15 in such lot. 

The entries on Forms NCR-14 and NCR-16 must be made so as to 
result in clear and legible entries on the copies of such forms as 
well as on the originals thereof. 

Ie Instructions to Entry Clerks - Preparation of NCR-l4. 
1. Prepare mNCR-14 for each NCR-l2 in the lot. Enter in the 
spaces provided therefor in the upper right-corner of such 
NOR-14 the State and county code and serial number of such 


NCR~12, the applicant's name, and the county rate for such 
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county, which rate is contained in NCR-B~3. 
Enter above the title "Computation Sheet for One Farm! of 
NCR-14 the work sheet number shown in Section I of NCR-12 
and circle such entry. 
If the name of a type of tobacco appears in the heading 
of column (a) of NCR-12, enter such name in the blank Space 
in the heading of column (a) of. NCR-14. 
If the word "cotton" has been stricken from the heading of 
column (b) of NCR-12 and the name of a.type of tobacco 
entered therein, strike the word "cotton" in the heading 
of column (b) of NCR+14 and enter the name of such type of 
tobacco therein. 
Transfer the entries in Section II of NCR-128 to NCR-14, 
as follows: 


Section [II 


of NOR-12 _ NOR-14 
a transfer l(a) to l(a) 
De J 1(b) ui 1(b) 
Ce l(c) L 1(c) 
d. ‘ 1(a) : 1(d) 
Ce H 1(e) : l(e) 
f. i Lf) Us ant) 
Zo " 2(a) " 3(a) 
hy i 2(b) ul 3(d) 
i's i 2(c) iy 3(c) 
js " 2(d) " 3(d) 
k, " 2(e) " 3(e) 
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Section TI 
of NOR-12 NCR-14 
transfer 3(b) to 10 (b) 
H 3(c) i 10(c) 
i 3(d) " 10(d) 
Ml 3(e) " 10(e) 
"8 (£) 10 (£) 
u 4(f) " 6(f) 
" 5(f) " nclew) 
" 6(f) " space following word 


Holast in line 22, 


" all. entries 
ie Lane 7 " line 23 


" all entries 
in line & " Line 24 


In transferring the entries from lines 7 and 8 of Section 

II of NCR-12 to lines 23 and 24 of NCR-14, transfer the 
fice, enbry in line 7 and the first entry in line 8 of 
Section II of NCR-1l2 to the first space in line 23 and 

the first space in line 24 of NCR-14, respectively; then 
transfer the entries in the second space of lines 7 and 8 

of Section II of NCR-12 to the second space of lines 23 and 
o4 of NCR-14, respectively. Proceed likewise in the transfer 
of any other such entries. If the soil building practice 
number "(m)" appears in line 7 of NOR-12, such number should 
be followed by a figure representing the number of feet of 
terracing completed on the farm. Transfer the practice 
number and the number of feet to line 23 of NCR-14 and 


transfer the acreage figure for such practice to line 24 


of NCR-14. 


VF 
ey 


pe 
we Transfer 9(f) of NCR-12 to 30 (f) of NCR-14, 
xX. Enter in the appropriate column of line 25 of NCR-14 
the rate of payment per acre for the soil building practice 
shown in each such column of line 23 of NCR-14. ‘The rate 
of payment per acre for each soil building practice will 
be found in NCR-B-2, Revised, as of September 9, 1936. 


II. Instructions to Entry Clerks ~ Preparation of NCR~16. 


1. Prepare NCR-16 for each NOR-15 in the lot. NGR-16 consists 


of eight parts. 


Part Toi = St SS Crops in the General Soil Depleting Base. 
Part Ti ee eS ee Tobacco. 

Part III -~---+--- Cotton. 

erp) cree se a ee Sugar Beets. 

Part View = mee ew oe Flax. 

Bard, Vie = He me Deduction for Failure to Meet Minimum. 
as ve rane ee eo a a ae Soil Building Payment. 

Part VITT ~ «= . — = Grand Summary. 


Use as many parts as are necessary to reflect the data shown on 
NCR-15, If there is an entry in either 1(e) or 3(e) in any 

block of NCR-15, use Part I of NCR-16. If there is an entry in 
either l(a) or 3(a) of any block of NCOR-15, use Part II of NCR~16. 
When Part II of NCR-16 is used, enter in the space provided therefor 
the name of the type of tobacco. If the names of more than one type 
of tobacco are entered on NCR~15, use a Separate sheet of Part II 
for each type. If there is an entry for cotton in either 1(o) or 
3(b) of any block of NOR-15, use Part III of NCR-16. If there is 


an entry in either l(c) or 3(c) of any block of NCR-15, use Part IV 
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of NCR-16. If there is an entry in either 1(d) or 3(a) 

of any block of NCR-15, use Part V of NCR-16. Part VI 

and Part VIII of NCR+16 will be used in every case where 
there is an NCR-15. Part VII will be used if an entry 
appears in any space in line 7 of any block of NCR-15, 

When Part II of NCR-16 is used, strike the words "Part Gp 
Cotton" in the heading of such part, and strike the words 
"or Part III" in the box heading of column (0). Similarly, 
if Part III is used, strike any reference to Part II and 

any reference to tobacco. If Part IV is used, steiie any 
reference to Part V and any reference to flax. If Part V 

is used, strike any reference to Part IV and any reference 
to sugar beets. 

Enter the State and county code and serial number and the 
applicant's name in the spaces provided therefor on each 
part of NCR+16. Enter, in the space provided therefor in 
Part I of NCR-16, the county rate for such county contained 
in NCR~B-3. 

Yor application farms, (see definition, page 2) transfer the 
entries from column (e) of the block of NOR-15 for each such 
farm to consecutive lines of Part I of NCR-16. Leave a blank 
line for gub-totals immediately following the last of such 
entries. In the next line, write the words "non~application 
farms" (see definition, page 2) and enter immediately below 
such words the data for non-application farms in a manner 
Similar to that for application fams. In the same manner, 


transfer entries for application anda non-application farms 
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from columns (a), (b), (c), and (a) of each block of 
NCe- 1S, to Parte 11, Jif, IV, and V, respectively, of 
NCR-16. ‘Transfer the entries from each block of NOR-15 


to the appropriate line of Part I of NCR-16, as follows: 


NCR-15 NCR-16 

Kach Block Part 1 
a. transfer block number to column (a) 
Db. " work sheet number " M" (b) 
e. Nn 1(e) " an @ 2%) 
d. i 2(e) HT) ' (c) 
ee If 3(e) " " (5) 
f. I 9(£) i pe ees 


Transfer the entries from each block of NCR-15 to the 


appropriate line of Part II of NCR-16, as follows: 


NCR=15 NCR-16 

Bach Block Part II 
a. transfer block number ke column (a) 
De " work sheet number " " (bd) 
cH La) Ho (a) 
ie " 2(a) " " (c) 
Be ln xete) Ea 
ia " 9(f) I " (e) 


Transfer the entries from each block of NCR-15 to the 


appropriate line of Part III of NOR-16, as follows: 


NCR-15 NOR-16 

Each Block Part Iil 
a. transfer block number to column (a) 
i. " work sheet number " " (b) 


C. tt 1(d) " " (g) 
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NCR-15 NCOR-16 

Each Block Pawel 
d. transfer 2(b) to column (c) 
e. " 3(b) i" iy a 
ae 1 9(f) i 1! (e) 


Transfer the entries from each block of NOGR-15 to Part 


IV of NCR-16, as follows: 


NCR=15 NCR-16 

Bach Block Part 1V 
a. transfer block number to column (a) 
eis " work sheet number " " Gb.) 
Ce ; 1(c) Bahay, es er) 
d. " 2(c) " " (c) 
e. " 3(c) tt (35) 
ees HT] 9(f) 1! t! (e) 


Transfer the entries from each block of NCR-15 to Part 


V of NCR-16, as follows: 


NCR-15 NCR-16 

Bach Block Part IV 
a. transfer block number to column (a) 
jake " work sheet number " Pics) 
Ce I 1(d) 4 ee 
au I" 2(a) " "  (¢) 
e. " 3(d) " " Gz) 
rae " 9(f) i " (e) 


Transfer the entries for all application farms on NCR-15 
to Part VI of NCR-16. Do not transfer any entries for 


non-application farms to Part VI. Proceed as follows: 
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NCGR+15 NCR+16 


Each Block Part Vi 
a. transfer block number to column (a) 
On i" work sheet number " " (b) 
Cs ig} G2) " " (c) 
aie " 1(b) {! ff (d) 
e " 1(c) " 1" (e) 
cae It 1(d) {! i! (f) 
a 6 1(e) Be) ist tee) 
h. " Sit) " i! (n) 
ane it 9(f) " u (0) 


Transfer the entries for application farms on NCR~15 to 

Part VII of NCR-16. Do not transfer any entries for non- 
application farms to Part VII. In entering practice numbers, 
enter all practice numbers for the first farm, one under the 
other, before proceeding to the practice numbers for the 
second farm. If the soil building practice number "(mm ) tl 
appears in line 7 in any block of NCR-15, such number should 
be followed by a figure representing the number of feet of 
terracing completed on the farm. Transfer the practice 
number and the number of feet to the appropriate line in 
column (h) of Part VII of NCR-16, and transfer the acreage 
figure for such practice to the appropriate line of colum 


(k) of Part VII of NGR-16. Proceed as follows: 


NCR=-15 NCR-16 
Hach Block Part VII 
a. transfer block number to column (a) 
b. " work sheet number " nm” {b) 
C. I" line 7, all entries " " (h), in the same 


in order order 
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NCR-15 NCR~16 
Each Block Part VII 
d. transfer line 8, all entries to column (k), in the same 
in order order. 
eG. tt Bit) M 1 (c) 
aoe n 6(f) " " (d) 
Bs " 9(f) "! 1" Cr) 


h. After all entries for application farms are made in Part 
VII of NCR-16, enter in column (i) of Part VII the rate 
of payment per acre shown in NCOR-B-2, Revised, as of 
September 9, 1936, for each practice, the number of which 
is entered in column (h). 

After all entry work has been completed in connection with 
all Forms NCR-12, NCR-15, and NCR-17 in the lot, sign and 
enter the date in the space provided therefor in Section III 
of the lot record and release the lot. 

Instructions to Review Clerk. 

Determine that the correct computation fc.ms have been 
prepared for all applications in the lot. 

Verify the entry work on all Forms NCR-14 and NCR-16 in the 
lot, following the instructions to the entry clerk contained 
herein. Use the copy of NCR-14 or NCR-16 in verifying the 
entry work, in order that poor carbon impressions may be 
detected and made legible. When an entry on NCR-14 or NOR-16 
is found to be correct, place a dot above and to the right of 
such entry. If an error was made in transferring any entry 


from NCR-12 to NCR-14, or from NCR-15 to NCR-16, note such error 
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oe refer the case to the person in charge, who will 
make the correction. Check all entries on all Forms 
NCR-14 and NOR-16 in the lot before referring such 
notations of errors to the person in charge for 
correction. 

After all review work has been completed, sign and 
enter the date in the space provided therefor in 
Section III of the Record Form No. 2 and release 

the lot. 


Instructions for Release of County Block. 


After all entry and review work has been completed 
on all lots in the county block, prepare Record Form 
No. 3 in duplicate. Enter in the upper right-hand 
corner of such Record Form No. 3 the priority block 
number and the State and county code. Enter in the 
space following the words "Released to" the words 
"Computation Unit" and enter the date in the space 
provided therefor. Enter in column (a) the lot 
numbers and in column (b) the total number of Forms 
NCR-12 and NCR-15 in each lot of such county block. 
Release the county block and both copies of Record 


Form No. 3 to the Computation Unit. The original 


of Record Form No. 3 will be signed by the Computation 


Unit and shall be forwarded to the record clerk in 
the Receiving and Files Unit. The copy of such 
Record Form No. % will be retained in the Computation 
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PART V_— COMPUTATION UNIT 


(Operation No. 5) 


The personnel of the Computation Unit shell consist of com- 
puting clerks and review clerks. Computing clerks shall use red 
pencil and review clerks shall use blue pencil. Review clerks shall 
use black ink in making entries and signing in the spaces provided 
therefor “eniCnS ho Seeaeicets of Administrative Officer" on Forms 
NCR-le and NCR-15. 

In every case where a computation results in a negative number, 
enter zero, and not the negative number. For example, if 67.5 is 
to be subtracted from 46.5, enter zero (0) and not the negative 
mumber (—21.0). 

All computations relative to acres, yields, or percentages 
shall be carried to two decimal places and rounded to one decimal 
place. If a computation results in a number which contains more 
than two decimal places disregard all figures beyond the second deci- 
mal place. In rounding numbers to one decimal place, fractions 
amounting to five hundredths (0.05) or less shall be dropped, and 
fractions amounting to six hundredths (0.06) or more shall be con- 
sidered as a tenth of a unit, For example, if the result of a 
computation is; 

(a) 10.948, disregard the figure in the third decimal 

place. (8) and enter 10.9; 
(b) 10.959, disregard the figure in the third decimal 


place (9) and enter 10.9. 
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All computations relative to amounts of money shell be 
carried to three decimal places and rounded to two decimal places, 
If a computation results in a number which contains more than three 
decimal places, disregard all figures beyond the third decimal 
place, In rounding numbers to two decimal places, fractions 
amounting to five thousandths (0.005) or less shall be dropped 
and fractions amounting to six thousandths (0.006) or more shall 
be considered as a hundredth of a unit. For example, if the result 
of a computation is; 

(a) 8.4766, disregard the figure in the fourth decimal 

place (6) and enter 8.48; 
(b) 8.4759, disregard the figure in the fourth decimal 
place (9) and enter 8.47, 

All computations relative to ratios shall be carried to four 
decimal places and rounded to three decimal places, If a computation 
results in a number which contains more than four decimal places, 
disregerd all figures beyond the fourth decimal place. In rounding 
numbers to three decimal places, fractions emounting to five ten- 
thousandths (0,0005) or less shall be dropped and fractions amounting 
to six ten-thousandths (0.0006) or more shall be considered as a 
thousandth of a unit. For example, if the result of a computation 
is; 

(a} 0.97682, disregard the figure in the fifth decimal 

place (2) and enter 0.977; 
(o) 0.87655, disregsrd the figure in the fifth decimal 


place (5) and enter 0,876, 
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The person in charge will be responsible for the maintenance 


of a constant flow of work, Whenever possible, the person in charge 


should assign a separate lot to each computing clerk, 


Computations will be performed and entered on Form NCR-14, or 


NCR-16, whichever is applicable. Perform all computing operations 


for all Forms NCR -14 in the lot, and then perform computing opera— 


tions for all Forms NCR~16 in the lot. If there are any Forms 


NCR~18 in the lot, perform computing operations on such Forms NCRM18 


in accordance with the instructions contained in NCR~20a before per~ 


forming any computing operations on Forms NCR-14 and Forms NOR-16 


in the lot. 

I. Instructions to Computing Clerk for Making Computations on Form 
NCR-14, 
1. Make the computations in column (e) through line 21. Pro-~ 


Ge 


ceed next to make the conoutations through line 21 in col- 

umn (a), column (b), colunn (c), and column (da), respectively, 

Then make the computations in line 26, except in column (f), 

and, lastly, make the computations in column (f), In these 

instructions reference to entries is made by using the number 

of the line and the letter of the colum. For example, 1{a) 

means the entry in line 1 of column (a); 6(f) means the entry 

in line 6 of column (f). 

fLomputations for Column (e) ~ General. 

a. 2(e) shall be obtained by multiplying 1l(e) by 0.15. 

b. 4(e) shall be obtained by multiplying 3(e) by the county 
rate entered in the space provided therefor at the top 


of the sheet immediately under the applicant's name, 
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5(e) shall be obtained by multiplying 2(e) by 4(e), 
6(e) shall be obtained by subtracting from 6(f) the sun 
of the entries in'1(a), 1(b), 1(c), and 1(d). 
Enter in 7(e) the larger of 1(e) or 6(e). 
8(e) shall be obtained by multiplying 1(e) by 0.85. 
9(e) shall be obtained by subtracting from 7(6) the 
entry in 8(e). 
1l(e) shall be obtained by subtracting from 7(e) the 
entry in 10(e). 
(1) If the result obtained is zero or less, enter 
zero in ll(e},y 32(@), 13(e), and 14(e), 
(2) If the result obtained is greater than zero, 
(a) Enter the difference in 1l(e) and enter 
a zero in 20(e) and 2l1(e); 
(b) 12(e) shall be obtained by dividing 11(e) 
by 9(e); 
(c) 13(e) shall be obtained by multiplying 5(e) 
by 12(e); 
(d) Enter in 14(e) the smaller of 5(e) or 13(e), 
Enter in 15(e) the entry in 2(e), 
20(e) shall be obtained by subtracting from 10(e) the 
entry in 7(e). 


2l{e) shall be obtained by multiplying 4(e) by 20(e), 


Computations for Column (a) - Tobacco, 


Qe 


b, 


2(2) shall be obtained by multiplying l(a) by 0.30, 
4(a) shall be obtained by multiplying 3(a) by 

(1) 0.05 if colum (a) is headed "Burley"; 

(2) 0.035 if column (a) is headed "Dark air-cured"; 


(3) 0.03 if column (a) is headed "Cigar Leaf," 
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(4) 0.03 if column (a) is headed 'Zastern Ohio Export." 


5(a) shall be obtained by multiplying 2(a) by 4(a). 
11(@) shall be obtained by subtracting from l(a) the 
entry in 10(a), 

(1) If the result obtained is zero or less enter zero 

my Tite) ela) end: 14(e), 

(2) If the result obtained is greater than zero, 

(a) Enter the difference in 1l(a) and enter a 

zero in 20(a) and 21(a); 
(b) 13(a) shall be obtained by multiplying 4(a) 
by 11 (a); 

(c) Enter in 14{a) the smaller of 5(a) or 13(a), 
15(a)shall be obtained by multiplying l(a) by 0.20. 
20(a) shall be obtained by subtracting from 10(a) the 
entry in l(a). 

2l(a) shall be obtained by multiplying 4(a) by 20(a). 

If the word "Cotton" has been stricken from the box heading 
of column (b) and the name of a type of tobacco has been 
substituted therefor, repeat for column (b) the oper- 


ations set forth for column (a), 


Computations for Column (b) — Cotton, 


Qe 


De 
Ce 
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2(b) shall be obtained by mltiplying 1(b) by 0.35 unless 
1(b) is 5.7 or less, in which case enter 2.0 or 1(bd), 
whichever is smaller. 

4(b) shall be obtained by multiplying 3(b) by 0.05, 

5(b) shall be obtained by multiplying 2(b) by 4(b). 

11(b) shall be obtained by subtracting from 1(b) the 


entry in 10(b). 
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(1) If the result obtained is zero or less, enter zero 
tn TRG)» Sb) ,. attd, 14(b), 
(2) If the result obtained is greater than zero, 
(a) Enter the difference in 11(b) and enter a 
zero in 20(b) and 21(b); 
(b) 13(b) shall be obtained by multiplying 4(b) 
by 11(d); 
(c) Enter in 14(b) the smaller of 5(b) or 13(b). 
15(b) shall be obtained by multiplying 1(b) by 0.20. 
20(b) shall be obtained by subtracting from 10(b) the 
entry in 1(b)3 


21(b) shall be obtained by multiplying 4(b) by 20(b). 


Computations for Colwtn (c) + Sugar Beets. 


Qe 


4(c) shall be obtained by miltiplying 3(c) by 

(1) fox Tlithois ~ 0.374 

(2) for Indiana — 0,375 

(3) for Iowa -. 0.360 

(4) for Michigan ~ 0,385 

(5) for Minnesota ~ 0,381 

(6) for Nebraska - 0,362 

(Peter Ohio —.0.371 

(8) for South Dakota - 0,392 

(9) for Wisconsin ~ 0.374 

13(c) shell be obtained by multiplying l(c) times 4(c). 
Enter in 14(c) the entry in 13(c). 

15(c) shall be obtained by multiplying 1(c) by 0.25. 
20(c) shall be obtained by subtracting from 10(c) the 


entey in l(e),, 
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f. 21(c) shall be obtained by multiplying 4(e) by 20(c). 
[4(e) is the rate per acre shown in line 4 of the column 
with the box heading "General!!! ] 

Computations for Column (d) ~ Flax, 

a. 4(d) shall be obtained by multiplying 3(d) by 0.20. 

b. 13(d) shall be obtained by mitiplying 1(a) by 4(d). 

c. Enter in 14(d) the entry in 13(d). 

d. 15(d) shall be obtained by multiplying 1(d) by 0.20, 

e. 20(d) shall be obtained by subtracting from 10(d) the 
entry in 1(d), 

f, 21(d) shall be obtainad by multiplying 4(e) by 20(d). 
[4(e) is the rate per acre shown in line 4 of the column 
with the box heading "General," 

Computations for Soil Building Practices. 

@. The entry in line 26 for each practice mumber in line 23 
shall be obtained by multiplying the entry in line 24 by 
the entry in the corresponding column in line 25, unless 
the practice number is "(m)", in which case enter in Line 
26 the smeller of the amounts obtained by; 

(1) Multiplying the number of acres in line 24 by the 
rate per ecre in line 25, and 

(2) Multiplying the number of feet shown to the right of 
the practice mumber in line 23 by $0,004. 

Compyitations for Column (f) ~ Total 


a, Enter "xxx! in 13(f). 


b, l14{f) shall be obtained by adding 14(a), 14(b), 14(c), 
14(d), and 14(e), 


@. i5(f) shell be obtained by adding 15(a), 15(b), 15(c), 
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15(d), and 15(e), 


17(f) shall be obtained by subtracting from 15(f) the 

entry in 16(f). 

18(f) shall be obtained by multiplying 17(f) by 1.5 and 

then multiplying the product by 4(e). [4(e) is the rate 

per acre shown in line 4 of the column with the box head~ 

ing "General."] 

19(f) shall be obtained by subtracting from 14(f) the 

entry in 18(f). 

21(f) shall be obtained by adding 2l(a), 21(b), 2l(c), 

2l(d), and 21(e), 

22(f) shall be obtained by adding 16(f) and the entry 

shown in the space following the word "plus" in line 22, 

and multiplying such sum by one dollar ($1.00). 

(1) If the product obtained is less than $10.00, enter 
$10;00 im ee(t). 

26(f) shall be obtained by adding the entries in line 

26 for each of the several practices, 

Enter in 27(f) the smaller of 22(f) or 26(f). 

28(f) shall be obtained by adding 19(f) and 27(f), 

29(f) shall be obtained by subtracting from 28(f) the 

entry in 21(f). 

31(f) shall be obtained by multiplying 29(f) by 30(f). 

Make no entry in any part of line 3e, 

33(f) shall be obtained by multiplying 31(f) by 90 


percent. 
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Ii. Instructions for Making Computations on Form NCR-16. 


Except as otherwise provided in this Section ¢ of Part V, the 


figures involved in any computation shall be taken from the same line 


as that for which the computation is being made, 


1. 


Part I of NGR-16, Crops in General Soil Depleting Base. 


Qe 


Column (d) shall be obtained by miltiplying column 

(c) by the county rate entered in the space provided 
therefor at the top of the sheet immediately below the 
applicant's name. 

Column (f) shall be obtained by miltiplying column (a) 
by column (e). 

Column (g) shall be obtained by subtracting from the 
entry in 4(f) in the appropriate block of NCR-lo, 

the sum of the entries in 1(a), 1(b), 1(c), and 1(d) 

in such block of NCR-15. Complete all entries in column 
(g) before making other computations. 

Column (i) shall be obtained by maltiplying column (h) 
OG Flos 

Column (k) shall be obtained by miltiplying column Ca 
by column (g). 

Column (1) shall be obtained by miltiplying column (f) 
by column (h). 

Column (m) shall be obtained by miltiplying column (f) 
by column (i). 

Column (n) shall be obtained by multiplying column (f) 
by column (j). 

Column (o) shall be obtained by subtracting from column 


(1) the entry in column (m), 
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es EC) 
Add the entries for application farms in columns (k), (1), 
(m), (n), and (0), and insert the subtotal for each of these 
columns immediately below the last figures for application 
farms. Obtain the subtotals for the same columns for non- 
application farms. Enter such subtotals below the last 
figures for non-application farms. If NCR-16, Part I, does 
not contain a sufficient number of lines to list all ap- 
plication farms for any applicant and it is necessary to 
use more than one sheet, obtain the subtotals in columns Gar 
(1), (m), (n), and (0) for the first sheet and place such sub- 
totals in the appropriate columns on the last line of the 
first sheet and on the first line of the second sheet. Pro- 
ceed in 3 similar manner if additional sheets are needed for 
application farms. If, after all application farms have been 
listed, additional sheets are necessary for non-application 
farms, obtain and carry forward subtotals for non-applica- 
tion farms in the same manner, using care to keep subtotals 
for application farms and non-application farms separate. 
Make the entries and computations in column (p) as follows: 
(1) Enter in item 1 the larger of the subtotals of column 
(k) or column (1); 
(2) Enter in item 2 the subtotal of column (n) for applica~ 
tion farms. 
(3) Enter in item 3 the subtotal of column (m) for applica- 
tion farms. 
(4) Item 4 shall be obtained by subtracting from item 1 the 
entry in item 2. 


(a) If the result obtained is zero or less, enter 
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(vo) If the result obtained is larger than zero 


(b-1) Enter the difference in item 4 and 
enter a zero in item 10; 
(b-2) Iten 5 shall be obtained by subtracting 
from item 1 the entry in item 34; 
(b-3) Item 6 shall be obtained by dividing item 
4 by item 5; 
(b-4) Enter in item 7 the subtotal of column (0) 
for epplication fams; 
(b-5) Item 8 shall be obtained by multiplying item 
6 by item 7. 
(b-6) Enter in item 9 the smaller of item 7 or item 8. 
If a zero has not been entered in item 10, item 10 shall 
be obtained by subtracting from item 2 the entry in item 1, 
Enter in item ll the larger of the subtotals of column 
(xk) or column (1) for non-application farms. 
Enter in item 12 the subtotal of colwan (n) for non- 
application farms. 
Item 13 shall be obtained by subtracting from item 1g 
the entry in item ll. If the result obtained is zero 
or less, enter a zero. 


Tobacco. 


ae Column (ad) shall be obtained by multiplying column (c) 


py 


(1) 0.05, if the name of the type of tobacco is "Burley"; 


(2) 0.035, if the name of the type of tobacco is "Dark Air-Cured! 
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(3) 0.03, if the name of the type of tobacco is "Cigar Leaf". 

(4) 0.0%, if the name of the type of tobacco is "Eastern Ohio 
Export". 

Column (f) shall be obtained by multiplying column (d) by 


column (e). 


Column (i) shall be obtained by multiplying column (zg) by 0.30. 


Column (j) shall be obtained by multiplying column Cl)" By 
column (g). 
Column (k) shall be obtained by multiplying column (f) by 
column (h). 
Column (1) shall be obtained by multiplying column (f) by 


column (i). 


x 


Coluan (m) shall be obtained by subtracting from column (4) 
the entry in column (k). 

Column (n) shall be obtained by subtracting from column (ic) 
the entry in column (j). 

(For each line either column (m) or column (n) will be zero). 
Obtain a separate subtotal for application farms and a sep- 
arate subtotal for non-application farms for columns (ite 
(m), and (n), If more than one NCR-16 Part II is needed, 
subtotals for application and non-application farms should 
be handled in the same manner as outlined for Part I. 

Wake the entries and computations in column (0) as follows: 
(1) Enter in item 1 the subtotal of column (m) for 
application farms. 

(2) Enter in item 2 the subtotal of column (n) for 


application farms. 
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(3) Item 3 shall be obtained by subtracting from item l 
the entry in item ¢. 

(a) If the result obtained is zero or less enter 
a zero in items 3, 4, and 5. 
(b) If the result obtained is larger than zero 
(b-1) Enter the difference in item 3 and enter 
a zero in item 6. 
(b-2) Enter in item 4 the subtotal of column (1) 
for application farms. 
(b-3) Enter in item 5 the smaller of item 3 or 
item 4. 

(4) If a zero has not been entered in item 6, item 6 shall be 
obtained by subtracting from item 2 the entry in item l. 

(5) Enter in item 7 the subtotal of column (m) for non-appli- 
cation farms. 

(6) Enter in item 8 the subtotal of column (n) for non-appli- 
cation farms. 

(7) Item 9 shall be obtained by subtracting from item 8 the 
entry in item 7. If the result obtained is zero or less 
enter zero. 

3. Part III. Cotton. 
a. Column (ad) shall be obtained by multiplying column (c) by 0.05. 
be Column (f) shall be obtained by multiplying column (d) by 
column (e). 
c. Column (i) shall be obtained by multiplying column (g) 
by 0.35, unless column (#) is 5.7 or less, in which case 


column (i) shall be 2.0 or column (g) whichever is smaller. 
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sh Bd as 
d. Column (j) shall be obtsined by multiplying column (f) 
by column (g). 
e. Column (k) shall be obtained by multiplying column (f) 
by column (h). 
f. Column (1) shall be obtained by multiplying column (f) 
by column (i), 
&- Column (m) shall be obtained by subtracting from column 
(j) thé entry in column (k). 
h. Column (n) shall be obtained by subtracting from column 
(k) the entry in column (j). 
(For each line either column (m) or colum (n) will 
be zero.) 
i. Obtain a separate subtotal for application farms and a 
separate subtotal for non-application farms for columns 
(il), (my, and (n). If more than one Form NCR-16, Part III, 
is needed subtotals for application and non-application 
farms should be handled in the same manner as outlined 
for Part I of Form NCR-16, 
J» Make the entries and computations in column (0) as follows: 
(1) Bnter in item 1 the subtotal of colunn (m) for application 
farms. 
(2) Enter in iten 2 the subtotal of column (n) for application 
farms. 
(3) Item 3 shall be obtained by subtracting from item 1 the 
entry in item 2. 
(a) If the result obtained is zero or less, enter a zero 
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- 652 
(b) If the result obtained is larger than zero, 
(b-1) Enter the difference in iten 3 and center a 
Zero In item 6. 
(b-2) Enter in item 4 the subtotal of colum (1) for 
application farms. 
(b-3) Enter in item 5 the smaller of iten 3 or iten 4. 
If a zeno has not been entered in iten 6, item 6 shall be 
obtained by subtracting from item 2 the entry 20 1tene is 
Enter in item 7 the subtotal of column (m) for non- 
application farms. 
Enter in item 8 the subtotal of column (n) for non- 
application farms. 
Item 9 shall be obtained by subtracting from item 8 the 
entry in item 7. If the result obtained is zero or less, 


enter zero. 


4. Part IV. Sugar Beets. 
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(1) 


(9) 


dD. 


Column (d) shall be obtained by multiplying column (c) by: 


Hox Illinois: 0,374 


Por Indians ~ 01375 


For Iowa - 0.360 


For Michigan - 0.385 


For Minnesota - 0,381 


For Nebraska -— 0.362 


Wor One = 0.371 


Wor South Dakota = 0.392 


For Wisconsin -— 0.374 


Column (f) shall be obtained by multiplying column (d) 


by column (e). 
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Column (h) shall be obtained by multiplying column (f) 
by column (¢). 
Column (j) shall be obtained by subtracting from column 
(A) the entry in column (g). 
Column (k) shall be obtained by multiplying column (e) by 
column (3). 
Column (1) shall be obtained by multiplying column (k) 
by the rate per acre show in column (4d) of Part I 
fOr ‘such -farns 
Obtain subtotals for application farms and separate 
subtotals for non-application farms for columns (h) and (1). 
Make the entries in column (m) as follows: 
(1) Enter in item 1 the suhtotal of column (h) for op- 
plication farms. 
(2) Enter in item 2 the subtotal of column (1) for 
application farns. 
(3) Enter in item 3 the subtotal of column (1) for non- 


application farms. 


Part. ¥. . Flax. 


a. 


de 


Column (d) shall be obtained by multiplying column (c) 
by 0.20. 

Column (f) shall be obtained by multiplying column (4) 
by column (e). 

Column (h) shall be obtained by multiplying colum (f) 
by column (g). 

Column (j) shall be obtained by subtracting from column 


(i) the entry in column (g). 


ae ere whe bepress bate od Suet ate oY 
ae s an oe te te > sean at moe eee woe wom a e i: 


a j 
eo, S f w, Hy fans any Hgts Hig 
, . - a . is 5 a) i Pre ihe es we J sara oe a 
. Fj 1 Fa s abi Ne oe wee Pass = 
‘ a =i oreo Sox ast saan gta 9 ae hod 98600 atest 2 


» wih) tar ta} swerton wr Pera sede chauane sot nintos.son : a ; 
: r Bs eee Famed ae ba amvico ae oo trten oar ame Ce 
ac: _ oly sae (a) acsiteg be: fnscddoe ott t ead pat ata ts) 

Beg. ss eels aa i. * satan aenenetig— .. 


re 


“0% nh swear ‘te stoociy wt. i et e) i 


nN Be * me ae | et wesanecteen ; 


poe 6% eh nasties to tase ee oat at Os ny 


Ge 


A 7 See 


Column (K) shall be obtained by multiplying column (e) 

by column (j). 

Column (1) shall be obtained by multiplying column (k) 

by the rate per acre for such farm shown in column (4d) 

Of Part: 1. 

Obtain subtotals for application farms and separate sub- 

totals for non-application farms for columns (h) and (1). 

Make the entries in column (m) as follows: 

(1) Enter in item 1 the subtotal of column (h) for 
application farms. 

(2) Enter in item 2 the subtotal of column (1) for 
application farms. 

(3) Enter in item 3 the subtotal of column (1) for 


non-application farns. 


Part VI. Deduction for Failure to Meet Minimum. 


Ae 


Ee 


Column (h) shall be obtained by multiplying column (c) 
by 0.20% 
Column (i) shall be obtained by multiplying column (4) 
by 0220, 
Column (j) shall be obtained by multiplying column (ce) 
by O12). 
Column (k) shall be obtained by multiplying column (f) 
by Os20. 
Column (1) shall be obtained by multiplying column (g) 
by Uet. 
Column (m) shall be obtained by adding the entries in 


eons 1h), £4), C3), Gey, and (2). 
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Column (p) shall be obtained by multiplying column (m) 
by column (0). 

Column (q) shall be obtained by multiplying column (n) 
by column (0). 

Obtain totals for columns (p) and (q). 

Make the entries and computations in column (r) as follows: 
(1) Buter in item 1. the total of column (p). 


(2) Enter in item 2 the total of column (q). 


(3) Item 3 shall be obtained by subtracting from item 1 the 


entry in item ed. 


(4) Enter in item 4 the largest of the entries in column 


(ad) of Part I - Crops in the General Soil Depleting Base. 


(5) Item 5 shall be obtained by multiplying item 3 by item 


4 and then multiplying the product by 1.5. 


7e Part VII. Soil Building Payment. 


Qe 


Column (e) shall be obtained by adding column (c) and column. 


(d), and multiplying the sum by one dollar ($1.00), except 


that if the product obtained is less than ¢10:00, enter $10.00 - 


in column (e). 

Column (g) shall be obtained by multiplying column (e) by 
column (f). 

Column (j) shall be obtained by multiplying column (f) by 
column (i). 

Column (1) shall be obtained by multiplying column (3) by 
column (k), unless the practice number in column (h) 

for such line is "(m)", in which case enter in column (1) 


the smaller of the amounts obtained dy: 
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.  - 
(1) multiplying column (j) by colum (xk), or 
(2) multiplying the number of feet shown to the right 
of the practice number in column (h) by $0.004, and 
multiplying the product by column (f). 
Obtain totals for eae (g) and (1). 
Make the entries in column ‘(m)‘ as follows: 
(1) Enter in item 1 the total of column (1). 
(2) Enter in item 2 the total of column (gz). 


(3) Enter in item 3 the smaller of item 1 or item 2. 


8. Part VIII. Grand Summary. 


ae 


Make transfers from the summaries of Parts I, II, III, IV, 
V, VI, and VII to the Grand Summary, Part VIII, as follows: 
(1) Item 9, Part I ks item 1, Part VIII. 

(2) Item 10, Part I, to item ll, Part VIII. 

(3) Item 13, Part I to item 17, Part VIII. 


(4) Item 5, Part If to item 2, Part VIII. 


(5) Item 6, Part II to item 12, Part VIII. 


(6) Item 9, Part II to item 18, Part VIII. 
(7) Item 5, Part III to item 3, Part VIII. 
(8) Item 6, Part III to iten 13, Part VIII. 
(9) Iten 9, Part III to item 19, Part VIII. 
(10) Item 1, Part IV to item 4, Part VIII. 


(11) Item 2, Part IV to item 14, Part VIII. 


~~ 


(12) Item 3, Part IV to item 20, Part VIII. 
(13) Item I, Part V to item 5, Part VIII. 
(14) Item 2, Part V to item 15, Part VIII. 


(15) Item 3, Part V to item 21, Part VIII. 
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(16) Item 5, Part VI te item 7, Part VIII. 


(17) Item 3, Part VII to item 9, Part VIII. 


If there is no computation sheet for any part of NOR-16 


enter zero in Part VIII for all entries which would other- 


wise be made from such part of NGR-16. 


Item 6 shall be obteined by adding items 1, 2, 3, 4, and 5. 


Item 8 shall be obtained by subtracting from item 6 the 


entry in item 7, 


Item 10 


Item 16 


and 15, 


Item 22 


el. 


Item 23 


shall be 


shall be 


shall be 


shell be 


obtained by adding item 8 and item 9. 


obtained by adding items ll, 12, 13, 14 
obtained by adding items 17, 18, 19, 20, and 


obtained by subtracting from item 10 the 


sum of items 16 and ee. 


Make no entry in item 24, 


Item 25 shall be obtained by multiplying item 23 by 90 


percent. 


9. . Upon completion of 


lot, the computing 


the space provided 


the computing work in connection with a 
clerk shall sign and enter the date in 


therefor in Section III of the Record 


Form No. 2 and release the lot. 


III. Instructions to Review Clerk. 


1. Verify every computation made by the computing clerk, 


following the instructions outlined in Sections I and II of 


this procedure. 


Use the copy of NCR-14 or NCR-16 in verify~ 


ing the computations made by the computing clerk in order 
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that poor carbon impressions may be detected and made legible. 
When a computation is found to be correct, place a dot above 
and to the right of the entry for such computation. If a 
computation is found to be incorrect, repeat the computation to 
make healers that the original computation is incorrect, draw 
a line through the incorrect figure and enter the correct 
figure in the same space. If a large number of errors is 
found, refer the lot to the person in charge, who may have 

all sheets recomputed if it is deemed advisable. 

2. After all computations on NCR-14 have been verified, execute 
that part of NCR-12 headed "Certificate of Administrative 
Officer" as follows: 

a. Do not make any entries in the spaces following the 
words "Amount of Payment" and "Less: percent of 
local administrative expenses," respectively. 

b. Transfor the entry in line 33, column (f) of NCR-14 to 
the space following the words "Approved Payment to Ap- 
plicant". 

c. Enter the date and sign in the space provided for the 
Signature of the examiner. 

3. After all computations have been verified on NCR-16, execute 
that part of NCR-15 headed "Certificate of Administrative 
Officer", as follows: 

a. Do not make any entries in the spaces following the 
words "Amount of Payment" and "Less: percent of 


local adninistrative expenses", respectively. 


ae 
ee 


ms ot aw aban walt aad Bercarlal wk 


st ots st. “e ce: i 


. ; wi re aie 


wailnain aie ib oe ABH aoe ait ae a sy 


ie 


“9 
= 
ow 
4 
tm 
taf 

; 


r 2 


, i es we Ae . ee ibe SS apeting OLE ab J pod eae oie oa meet <. 


Ree ny Oi Boned ga ht 2 Bes panes eionde se i 9 


f 


; 3 ad 
i ‘ 
| Ee 5 5 {45 
A , % ; 
~~ 24 ¥ ey ¥ © MtiecRE ciate are oy ‘ 44 ; iy 
eae x cep : a RY Oe Cae DO exh as eS oe E PDS se “ona - * 
" ,, ; ’ aot tie ~~ 
RA - a pee 7 7 ie v Ff “Re > 
7 = wre aT ee ra » % 2 9 are te de + 4s - i oe 7 | i “a : a A ii a 
A ( ake ea ae 042° % ) GSP Esas" Les MAS «a ark ED Peay aud te 
ee 2 J " ve iter: 
\ OA. x ; ( ‘ Prete 
; 7 : i y Pa ie 
2 ," Sef s * ' 
* P hte / 4 
TAK a8 mo! iy bat ie 
=~ ‘ ’ i 
‘ ‘ 4 x < * - e be 
Aa ¥ , F and F i 
= Oy AHCI) ake ‘Gre #) ano bees, ok ol Pies, all ; 
aii y = ® aly oe th a 4 ial ve 4 P agen wt S| a 
* : en : 
é 2 bs" ¥ . SiGe * a 
se ~ 
i 
j = 4 
5 Pe x 
b ae 
2 ‘ = F : i 
_ rae of 
y re , “t 2 Xo 
. h ‘ ty My 
a 
4 
1 ‘ 
Aes { ‘ 
dythiF 4 ] i: ‘ 
t ¥ 7 %. . 
‘ 
4 ss 
{ “ ‘ a oF } 
‘ 
J Sy a 
} eo ' 2 ‘ = ws . Li o LF ¢ 
~ 2 aes ian Ad 
; ; 
cs i ‘ 5s a 5 oy 
SN vad : ; 7 ag a8 4 - a 4 Ks My aaa 
. 
{ 
t I ‘ ‘ 5 
iS EEN, ee ye ae A i : F| cis Ys 
Revs s ety oe , x it Sg wig ill ie ee. a te fu Aine. bay = i 
a ieee ade vf Agden et a saith to. Ea wai 
H 5 5 ¥ =e i ne aes 2 piste ; ‘or - e 
, ‘ . ’ ‘ . ane Me) con he 
a ae SE Nia ' ns i om 
\ e's ree Beet c> wv: ~ > Duis i 6. = » a. 
; a ’ on & is ' oe Ve ee # hae 0 7 By, 


oi Ma ’ oe i TRE ke ows: A aisha pe: i stan 


- 72 = 


b. Transfer the entry in item 25 of Part VIII of NCR-16 
to the spece following the words "Approved Payment to 
Applicant." 

c. Enter the date and sign in the space provided for the 
signature of the examiner. 

4, After the "Certificate of Administrative Officer" has been 
completed, initial the applicable copies of all forms NCR-14, 
and NCR-16. 

5. Upon completion of the review work in connection with a lot, 
sign and enter the date in the space provided therefor in 
Section III of the lot record and release the lot. 


TV. Instructions for Release of County Block. 


When all computation and review work has been completed on all 

lots in a county block, prepare Record Form No. 4 in duplicate. 
Enter in the upper right-hand corner of such Record Fom No. 3 

the priority block number and the State and county code. Enter 

in the space following the words "Released to" the words "Paynent 
Schedule Unit", and enter the date in the space provided therefor. 
Enter in column (a) the lot numbers and in column (b) the total 
munber of forms NCR-12 and NCR-15 in each lot of such county block. 
Release the county block, both copies of the Record Form No. 3, 

and the listing sheets (NCR-¢) for the county, to the Payment 
Schedule Unit. The original of Record Forn No. 3 will be signed by 
the Paymeat Sehedule Unit and shall be forwarded te the record 
clerk in the Recciving and Files Unit. ‘The copy of such record 


for will be retained in the Payment Schedule Unit. 
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PART VI - PAYMENT SCHEDULE UNIT. 


(Operation No. 6) 


The personnel of the Payment Schedule Unit shall consist of 
typists, adding clerks, and review clerks. Review clerks shall use red 
snk. Forms NCR-12 and NCR-15 shall be assigned to the typists by lots. 

1. Instructions to Typists. 

i, soon retetot of & lot, prepare form ACP-12A in septuple 
(original and six copies) for such lot. 

a, Enter in the first space immediately following 
the words "Sheet No." the sheet number, beginning 
with mumber 1 for the first sheet of a lot and 
numbering all sheets for such lot consecutively. 

bd. Enter in the space smmediately following tne word 
state! the name of the State shown on the lot record. 

c, Enter in the space immediately follcwing the word 
"County" the name of the county shown on the lot record. 

dad, Enter in the space immediately following the words 
UAdministrative Number" the State and county code and 
Lot number shown on the lot record. For example, tid 
tne State and county code shown on & lot record is 
48-25, and the number of such lot record is 37, the 
administrative number to be entered will be 48-25-57. 

e, Enter in the space immediately preceding the word 
"Payment" the word NTnitiel". When form ACP-13A is 
prepared for final payment the word "Final" is to be 
entered in this space, 


f, Enter in column (a) the application serial number shown 
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on NCR-12 or NCR+15. Do not enter the State and 
county code in column (&). 
Enter the name of the payee in column (b). The name 
of the payee to be entered in column (pb) is to be typed 
in the same style as the applicant's signature unless a 
different style is designated by the exomining clerk. 
In the latter case the examining clerk will have either 
securely attached to such NCR-l2, NOR-1lo, or NCR-17 a 
slip of paper designeting thereon the payee's name as it 
is to appear on ACP-13A, or will have indicated by 
prackets, [ J], that part of the payee's signature which 
is not to appear on ACP-13A, If the name of a payee 
requires more than one line, type in the spaces opposite 
the first line of the payee's nome in columns (a) and 
(c), the serial number of NCR-l2 or NCR-15, and the 
amount, respectively. 
Enter in column (c) the amount. tuch amount for Forms 
NCR-12 or NCR-15 is the figure shown on the certificate 
of Administrative officer immediately following the words 
"Approved Payment to Applicant". Such amount for form 
NCR-17 is the figure shown in column (q) of such form 
opposite the name of the applicant in column oun 
Make no entry in the last line of each sheet of ACP-13A 


for the lot at this time. 


Release the lot and the set of forms ACP-1JdA therefor to 


the review clerk. The review clerk will release such forms 


ACP-134 to the adding clerk, who, after obtaining subtotals 


and totels, will return them to the typist. 
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When a set of froms ACP-134 is returned by the adding 
clerk, count the original sheets in each set and enter the 
total number of such sheets in the space immediately 
following the word "of" and preceding the word "Sheets", 
Enter in column (c) on the last line of each sheet of 
ACP-13A the subtotal for such sheet, which is shown on the 
adding tape. Type in column (b) immediately below the last 
name on the last sheet of ACP-13A in the set the words 
"Amount Brought Forward". Type in column (c) opposite such 
words the total amount for all preceding sheets ACP-13A in 
the set which is shown on the adding tape. Enter in column 
(c) on the last line of the last sheet of form ACP-13A the 
total for all such forms in the set. 
In the event that forms ACP-13A are not available, form 
ACP--13 should be used in lieu thereof. In such cases, enter 
upon ACP-13 the same information that would have been entered 
upon form ACP-13A had it been available. 
After a set of forms ACP~12A have been completed, prepare 
form ACP~14 in triplicate (original and two copies) for 
such set. 

Enter in the second space in the upper right-hand corner 

immediately following the words, "Administrative No." 

the administrative number shown on ACP-13A. 
b, Enter in the first space in the upper central part in-~ 
mediately following the word "Office" the name of the 
office in which the form is being prepared. For example, 
if the form is being prepared in the State office in Ohio, 


enter the words "Ohio State Office". 
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c. Enter in the second space in the upper central part 
immediately following the words "Prepared at", the 
name of the city in which the form is being’prepared. 

For example, if the form is being prepared in the State 
office in Ohio, enter the words "Columbus, Ohio". 

ad. Enter in the space in the central part immediately below 
the words "THE UNITED STATES, Dr. To: Persons named 
on the attached Continuation Sheet (Payees)", the amount 
to be paid. This amount is the total for the lot shown 
on the last line of the last ACP~l13a in the set. 

e. Enter in the spaces provided therefor in the certification, 
the number of the first and last pages of forms ACP-13A 
in the s6t. Wor example, if there are five sheets of 
ACP-13A in the set, insert the figure "1" in the first 
space and the figure "5" in the second space. 

f. Enter in the space provided therefor in the certifica-~ 
tion the amount of the voucher. This amount will be the 
same as that obtained under 5(d), supra. 

Prepare form ACP-22 in septuple (original ond six copies) 

listing thereon as many lots as are available, provided the 
lots so included do not cover more than 300 payees. Do not 
include port of tae somo lot in uve forme «CP de. 

e. Enter in the first space in the upper left—hard corner 
immediately above the words "Department or Establishment", 
the words "Dept. of Agri." if such words have not already 


been entered. 
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Enter in the first space in the upper central part 
immediately above the words "Buresu or Office", the 
words tAgri. Adj. Adm.'' and the name of the State office, 
For example, if the form is being prepared in the State 
office in Illinois the entry would be "Agri. Adj. Adn., 
Til. State Office. 
Enter in the second space in the upper left-nand corer 
immediately following the word "By", the name "G. F. 
Allen" if such name has not already been entered. 
Enter in the second space in the upper central part 
immediately above the words "Title or rank", the words 
"Chief Disbursing Officer", if such words have not al- 
ready been entered. 
Enter in the second space in the upper right-hand corner 
immediately above the word "Station" the city and State 
where the regional disbursing office is located. For 
example, if the regional disbursing office is located in 
Minneapolis, the entry will be "Minneapolis, Minn.", 
The regional disbursing office for the States in the 


North CGentrel Region will be located as follows; 


Gity States 
Chicago, Illinois Iowa, Wisconsin, Illinois, 


Indiana end Michigan, 


Cleveland, Ohio ORiC. 
St. Louis, Missouri Missouri. 
Minneapolis, Minnesota Minnesota, South Dakota, 


Kensas City, Missouri Nebraska 
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Enter in the third space in the upper left-hand 

corner immediately following the work "Period" the 

name of the month. The name of the month to be entered 
will be the month in which the form ACP-22 is being 
prepared except that if it is prepared after the 20th 

day of such month, the name of the next month should be 
entered. 

Enter in the third space in the upper right-hand corner 
immediately following the words "Symbol No." the symbol 
number. This number will have to be obtained from the 
appropriate regional disbursing office. 

Enter in the fourth space in the upper left-hand corner 
immediately following the words "Bureau Schedule No.", 
the bureau schedule number. Obtain this number from the 
person in charge who shall keep a register of bureau 
schedule numbers. These numbers will be assigned con- 
secutively, beginning with the number l. 

Enter in the fourth space in the upper right-hand corner 
immediately following the word "Date", the date of prepar- 
ation of form ACP-2c. 

Enter in the fifth line immediately following the words 
"Appropriation or Fund" the following: "326/72215(21) 2 6 
& UALRUSDA", if surh entry has not already been made. 
Enter in the column entitled "Bureau or Office Voucher 
No." the administrative number shown on each set of forms 
ACP-134 for which this form ACP-22 is being prepared. 
After entering the number for a set of forms ACP-13A in 


the column entitled "Bureau or Voucher No.", enter on the 
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same line in the colwnn entitled "Payee" the name of the 
first payee shovm on such set of forms ACP-14A and after 
such name enter the phrase "et al.". 

m. Enter on the same line opposite the entry in the column 
entitled "Payec" in the column entitled "wet Amount Due" 
the amount shown in the last line of the last shect of 
the sect of forms ACP-134 for which the entry was mede in 
the column entitled "Payee". 

8, Sign in the space provided therefor in Section III of each 
lot record and release the lots, togethor with forms ACP-134, 
ACP-14, and ACP-22, to the review clerk. 

Instructions to Review Clerks. 

I. Review clerks shall work in pairs. 

2. Upon receipt of a lot from the typist, verify the name of 
the State and county on form ACP-13A by checking such items 
against the corresponding items on the lot record, If there 
is any disagreement, correct the entry on form ACP-13A. 

3, Determine that the administrative number on a set of forms 
ACP-13A is correct by checking such number against tne State 
and county cade and lot sumber on the lot record. If there 
is ony disagreément, correct the adninistrative number on 
forms ACP-13A. 

4, Verify the seriel numbers on forn ACP-13A by checking such 
serinl mimbers against the sorial nunbers on NCR-12 or NCR-15 
in the lot. If there is any disagreement, correct the entry 
on ACP-134A. 


5, Verify each entry in the column entitled "Net Amount Due" on 
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ACP-13A for ench applicant by checking such entry against the 
corresponding items on NCR-le, NCR-15, or NCR-17 and NCR-14, 
NCR-16, or NCR-18. If there is any disagreenent, refer the 
ense to the person in charge who will correct the entry on 
NCR-12, NCR-15, or NCR-17 and Form ACP-134 to agree with the 
entry on the appropriate NCR-14, NCR-16, or NCR-18. 
Check the last application serial number on each sheet of 
forms ACP-13A against the first application serial number on 
the next succeeding sheet to make certain that the same item 
has not been duplicated. If an entry has been duplicated, 
draw a line through such entry on form ACP-13A. 
Release the lot with forms ACP-13A to the adding clerk, who 
will make the necessary additions and release the lot to the 
typist. 
When the typist returns one or more sets of forms ACP-13A 
with subtotals and totels typed thereon, such set or sets 
will be accompained by one or more forms Acp-14 and one ACP-22. 
Upon receipt of such forms, check the subtotals and totals 
on cach set of forms ACP-13A egainst the adding machine tape. 
Check nll entrics on forms ACP-14 and ACP-22 and Pod he 
errors which have been made on such forms. If a large number 


of errors have been made, return the forms to the typist and 


have prepnred 2 new set of forms. When a new set of forms has 
been prepared and reviewed in accordance with the instructions 
contained herein, the original set containing the errors should 
be destroyed. After all forms have been reviewed, and found 

to be correct, initial each sheot of form ACP-13A after the 


words "Checked by". 
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III. Instructions to Adding Clerk. 


ks 


Upon receipt of a set of forms ACP-13A for a lot, 

ae Obtain a subtotal for each sheet of ACP-12A in the set, 
except the last sheet, by adding the figures in the 
column entitled "Net Amount Due", 

be. add the subtotals obtained under the preceding paragraph 
numbered (a), and 

c. add the entries on the last sheet of form ACP-13A in the 
set to the amount obtained under the preceding paragraph 

“numbered (b). 

Check the subtotals and total obtained in the preceding sub- 

section 1 by repeating the procedure outlined therein. 

When the addition has been completed and checked, attach the 

adding machine tape to the respective forms ACP-13A and release 


the lot to the typist. 


iva Inetroctions tor Release of Lots. 


de 


Le 


When the review work in connection with all lots covered by one 
ACP-22 has been completed, the original and each copy of ACP-14 
and ACP-22 must be signed in the name of the certifying officer. 
The certifying officer and his assistants will be persons duly 
euthorized to sign such forms. When the forms have haan signed, 
detach the second copy of each sheet of form ACP-13A in the set 
and the second copy of form ACP-14 for each lot, and the second 
copy of form ACP-2e2 and forward such forms to the Accounting 
Segtion. 

Withdraw all copies of NCR-14, NGR-16, and NCR-18 and transmit 


such copies to the Statistics Section. 
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Fasten to each form NCR-le or NCR-15 the forms relating thereto 
using paper clip pinches if there are six sheets or less and 
round-headed brass paper fasteners if there are more than six 
sheets. 
Arrange the lots in the county block in the following order: 
a. Form ACP-22, (original and five copies). 
b. Form ACP-14 (original ond one copy) for each lot covered 

by form ACP-2e. 
ec. A set of forms ACP-13A (original and five copies) for each 

lot covered by form ACP-Z2e. 
d. Forms NOR-12, NCR-15, and the forms attached thereto in 

each lot covered by an ACP-22. 
Prepare Record Form No. 3 in duplicate. Enter in the upper nght 
hand corner of such Record Form No. & the priority block number 
and the State and county code. Enter in the space following the 
words "Released to" the words "General Accounting Office" and 
enter the date in the space provided therefor. HEnter in column 
(a) the lot numbers and in column (b) the total number of forms 
NCGR-1le and NCR-15 in each lot of such county block. Forward the 
county block to the General Accounting Office with the proper 
forms attached thereto. Request the General Accounting Office 
to sign Record Form No. 3 for such county block and forward the 
Original of such Record Form No. 8 to the record clerk in the 
Receiving and Files Unit. The copy of such record form will 


be left with the General Accounting Office. 
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PART VII - APPLICATION CLBARANCGS UNIT 


(Operation No, 7) 


The personnel of the Application Clearance Unit shall consist 


of file clerks, correspondence clerks, stenographers, and computing 


clerks, 


Correspondence clerks shall use lead pencil for entry work 


and computing clerks shall use red pencil. 


Ll. Instructions to File Clerk. 


LOA 


3s 


ae 


Stamp the date of receipt in the Application Clearance 

Unit of each piece of meil received in such Unit. 

Any NCR~12 or NCOR-15 which was suspended in the Acceptance, 
Receiving and Files, or Examining Unit will be listed on 
Record Form No, 3. The file clerk shell sign the original 

of such Record Form No. 3 and retain the copy. Any NOR-le 

or NOR-15 which wes suspended in any other unit of the 
Application for Pseyment Section as the result of a request 

on Record Form No, 6 for such NOR-1l2 or NOR-15 or a form 
related theretg, will be received by the Application Clear~ 
ance Unit with a Record Form No. 4 attached to such NOr-le 

or NCR-15, or with such Record Form No. 4 attached to Record 
Form No. 6. 

Prepare a manila folder for each suspended case, stamping or 
writing thereon the appropriate ine sede and serial number, 
and place the suspended case in sucn folder, or if Record Vorm 
No. 6 is received in place of the suspended NOR-12 or NOR-15, 
place such Record Form in such folder, 

Propare a white 3" x 5" card for each suspended case, indicat- 


ing thereon the appropriate county code and serial number of 
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such cese, together with the date of receipt by the 
Application Clearonce Unit. File such card ina card 
file in county and application serial mimber order, 
Assign suspended cases to correspondence clerks in the 
order of their receipt in the Application Clearance 
Unit. Do not assign more than <o suspended cases to a 
correspondence clerk et one time, Before delivering 
suspended cases to tne correspondence clerk, remove the 
related 3" x 5" card from the "Card File" and enter 
thereon the neme of the clerk to whom the suspended case 
is assigned and the date of the assignment, After such 
information is posted on the card, return the card to 
the Card File. 
The correspondence clerk will attach to the folder containing 
the suspended case any correspondence prepared in connection 
with such case and forward such case to the person authorized 
to sign such correspondence. after such letters have been 
signed, they will be returned to the file clerk, attached to 
the suspended cases, Upon receipt of such cases, detach and 
moil the signed letters. Place a copy of such letters in 
the appropriete case folder and file such suspended cascs 


by county code and serial number in the Application Clearance 


Unit File. Enter on the related ail x 5" gard for each suspended 


case, opposite the name of the correspondence clerk to whom 
such case was assigned, the date such case Was returned for 
filing. 


When a reply.is received relative to a suspended case, 
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Cees 
match the reply with such case and assign it to a 
correspondence clerk, following the procedure set 
forth in paragraph 5, supra. If the reply contains 
& new NOR-l2e or NCR-15, stamp across the face of the 


old NCH-l2 or NCR-15 the words "corrected application 


received", if such old NCR-12 or NCR-15 is in the 


Application Clearance Unit. Whenever possible, assign 


&@ suspended case for which a reply is received to the 


_ correspondence clerk who previously handied such case, 


If the correspondence clerk determines that a case has 

been improperly suspended, or if he dutermines that the 
reply received in connection with a susvended case is suf- 
ficient to clear such suspended case, he will have the 

entry and computation work for such suspended case com- 
pleted and return it to the file clerk with e notation 

that it is for release to the Peyment Schedule Unit. Upon 
receipt of such cases, enter on the aypropriate 3"x5" cards, 
Opposite the nome of the correspondence clerk to whom each 
such case was assigned, the date suchcases were received 
for release to the Payment Schedule Unit. Place the 3" x 5" 
cards for such cases in a file labeled "Release File" and 
place the suspended cases in the Application Clearance Unit 
File to be held until a sufficient number of such cases are 
ready for release to the Payment Schedule Unit. 

Once each week withdraw from the Application Clearance Unit 
File all suspended cases which are ready for release to the 


Poyment Schedule Unit, using the 3! x 5" cards in the "Release 
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File" as & guide, Remove the Forms NOR-12 and NOR-15 
and the vriginels of the Forms NCR-14 and NCR-16 therefor 
from their folders end arrange such forms in application 
serial number order. Prepare a Record Form . in duplicate 
on Record Form No. o. listing thereon the serial numbers of 
not more than 106 suspended cases from one county wnich 
are reedy for release, Do not List on one Record oe No. 2 
suspended eases from more then one county. Obtain a lot 
number from the record clerk in the Receiving and Files 
Unit who will examine the County Progress Record to detery 
mine the number to be assigned to such lot, dnter on the 
Record Form No. 2 the State and county code, lot number, 
the nemes of the State and county, and the number of cases in 
the lot. Sign and.enter the date in the space provided therefor 
in Section ILI of the Record Yorm NO. ks 
Prepare Record form No, 3 in duplicate, Enter in the upper 
right-hand corner of such Record Form No. 3 the letters 
ma. G. U.". Enter in the space provided therefor the State and 


county code, Enter in the space following the words "Released 


to" the words "Payment Schedule Unit", and enter the date in the 


space provided therefor. Snter in column (2) the lot number and 
in colum (b) the total number of Forms NOR-12 and NCR-15 in the 
Lot. Release the lot and both copies of the Record Form No, 

3 to the Payment Schedule Unit. The original of Record Form 

No, 3 will be signed by the Payment Schedule Unit and shall be 
forwarded to the record clerk in the Receiving and Files Unit. 
The copy of such record form will be retained in the Payment 


Schedule Unit. 
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ee 

Remove any Forms NCR-11 from the folders which contained 
cases which were forwarded to the Payment Schedule Unit 

and forward such Forms NOR-11 to the Statistics Section. 
Remove any copies of Forms NOR-14 or NCR-16 from such 

folders and forward such Forms NOR-14 or NCR-16 to the 
Statistics Section, leaving the copies of Record Form No. 6 
attached to any copies of NCR-14 or NCR-16, Place the 

case siaee with its remaining contents in a separate file 
labeled "Cleared Cases." Such file shall be kept in county 
and application serial number order. 

When 2 suspended case is released to the Peyment Schedule 
Unit, stamp or write on the aopropriate record card "To 
Payment Schedule Unit'and indicate the numberof the lot in 
which such case is included and the date that such suspended 
case was released, Return such card to the 3" x 5" Card 
Pile. 

When Forms NGR-12 or NCR-15 suspended in the General Account— 
ing Office are received, prepare Record Form No. 3 in dupli- 
cate, Include on one Record Form No. 3 only the cases from 
one county. Enter in the upper right-hand corner immediately 
following the words "Priority Block No," the letters "G.A.0." é 
and enter the State and county code in the space provided 
therefor. Enter following the words 'Released to® the words 
Npoplication Clearance Unit" and enter the date in the spece 
provided therefor, Enter in columns (a4) to (h) inclusive, 
the application serial numbers of the cases suspended in the 


General Accounting Office, Sign the original of such Record 
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Form No. 3 in the space provided therefor, and forward such 
original Record Form No. 3 to the record clerk in the Receiving 


and Files Unit. 


eae 


Application Clearance Unit. 


Cases suspended by the General Accounting Office shall be 
handled in accordance with the procedure for handling cases 
suspended in the Application for Payment ‘Section set forth in 


Section 1, paragraphs 1 to 11, inclusive, of this Part VII, 


except that the record clerk shall 


Qe 


Ce 


prepare 3" x 5" cards for cases suspended by the 
General Accounting Office on blue cards. 


detach the first copy of the preaudit difference 


statement and transmit such copy of the preaudit dif- 


ference statement to fae Accounting Section, 
assign cases suspended by the General Accounting 
Office to correspondence clerks separately from 
other suspended cases, 

prepare for each county © separate Record Form 
No. 2 for cases suspended by the Generel Account- 
ing Office when they are ready for relense to the 
Payment Schedule Unit, 

fasten the original of the preaudit difference 
statement together with the original of the ex- 


planation relating thereto to the front of the 


case before it is submitted to the Payment Schedule 


Unit, and forward the remaining copy of the pre- 


eudit difference statement with a copy of the 


Retain the copy of such record form in the 
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explanation relating thereto to the Accounting 


Section. 


II. Instructions to Correspondénce Clerks, 


Correspondence clerks must be familiar with the instructions 


governing the performance of work in each of the seven units of 


P the Application for Payment Section. 


i AV 


Leo 


Upon receipt of a group of suspended cases from the file 
clerk, examine each such case carefully to determine that 
the suspension is warranted. If the suspension is not 
warranted, perform and check the entry work in connection 
with the suspended case (See Part IV - Entry), have the 
computations performed and checked, certify the applica- 
tion f or payment (Sea Section 3, Part V - Computation), 
and release it to the file clerk for transmittal to the 


Payment Schedule Unit. 


e 
If the suspension is warranted, determine that all 


reasons for suspension have been recorded on Record 

"orm No. 4, and prepare a letter to the county committee, 
outlining the reasons for the suspension and explaining 
the procedure to be followed in order to clear the sus- 
pended case. If there is only a slight irregularity in 
the NCR-le or NOR-15, the original of such form may be 
returned to the county committee for correction. In such 
case the county committee should be instructed to make the 
correction and have such correction initialed by the ap- 
plicent and by a member of the county committee. If a 


large number of errors appears on an NCR-12 or NCR-15, 
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- 90 « 
retain such ea in the State office, and request the 
county committee to prepare and submit a corrected 
NCR-12 or NCR-15. In all cases, the county committee 
should be instructed to prepare and attach a small slip 
of paper to the corrected form, indicating on such slip 
either that such form has been corrected or that it is to re- 
place a form onfile in the State office. When an NCR-1L2 
or NCR-15 is returned to a county, the county committee 
should always be instructed to return such form, even 
though a new form is submitted, and to direct all mail 
containing corrected forms to the Application Clearance 
Unit. 
Attach to the folder containing the suspended case any 
correspondence prepared in connection with such case and 
forward such case to the person authorized to sign such 
correspondence. 
Upon receipt of a suspended case to which is attached a 
reply to previous correspondence, proceed as follows: 
a. If the corrections requested have been made on the 
original form, determine that such corrections 
have been made and that no other alterations have 
been made on such form, or if a new NCR-12 or NOR-15 
has been submitted, examine such form following the 
instructions to the examining clerk (See Part III - 
Examination). 
b. Perform and review the entry work on Form NCR14, 
NCR-16, or NCR-18, whichever is applicable, following 


the instructions to the entry clerk (See Part IV - Entry). 
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c. Upon completion of the entry work in connection with 
an NOR-1l2 or NCR-15, refer such form to a computing 
clerk. 
d. When the NCR-12 or NOR-15 is returned by the comput- 
ing clerk, execute the "Certificate of Administrative 
Officer", following the instructions to the review 
clerk in the Computation Unit (See Part V - Computation). 
When the NCR-12 or NCR-15 has been certified for payment, 
forward such case to the file clerk. 
Upon receipt of a suspended case to which is attached a 
reply to previous correspondence, proceed as in Section II, 
paragraph 3, of this Part VII, if the suspended case has 
not been properly corrected. 
Bach NOR-le or NCR-15 suspended by the General Accounting 
Office will have attached thereto two copies of a preaudit 
difference statement, setting forth in detail the reason 
for such suspension. If the NCR-l2 or NCR-15 was suspended 
because of an error in computations, request the copy of the 
applicable NCR-14 or NCR+16 on Record Form No. 6. then the 
copy of the applicable NCR-14 or NCOR-16 is received, refer 
the case to a computing clerk for correction. 
When a case suspended by the General Accounting Office has 
been corrected, prepare, in triplicate, an explanation to 
be attached to the preaudit difference statement for the 
signature of the certifying officer. This explanation 
should set forth the procedure which hag been followed to 


eliminate the reason for suspension. 
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8. When the original and first copy of such explanation 

have been signed, forward the suspended case to the 

file clerk in the Application Clearar.ce Unit. 
Instructions to Stenographers. 
In preparing letters in connection with suspended cases, 
prepare one copy for the case folder, and prepare as many 
other copies as are necessary for filing in the State office. 
The original should be attached to the outside of the folder 
with a paper clip. 
Instructions to Computing Clerk. 
Upon receipt of an NOR-le or NCR-15 from a correspondence 
clerk, make the necessary computations following the instruc- 
pene to computing clerks (See Part V - Computation). ALL 
computations should be rechecked to insure accuracy. Upon 


completion of the computation work, return the suspended case 


the correspondence clerk from whom it was receivede 


tO 


“ <4 
ror ae 
ed 
r io ease) 
tah ae 


peat Os a) nt 
: Pe oat 4 a Sy 
os oh PE 
Tas id + Fs 
. 


* 


ae oS aS 


wei 


a 


es] 


yt fain 


Pa pri Ky 


a 5 , 


a Pera E OF Detonees 


4 
Mi - 
Cie 


wt Shope gOe 


. - 


5 
7 
a 


* 145 


id, : as y 7; bat 2 oe P + a ibd ” 
wt tt Oy aeet ele uch igRT 


ale aR © 


Sar Te ig 


bt Sh 


= 


orcat PS OIG 


NCR-20, Revised Issued November 7, 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


INSTRUCTIONS AND PROCEDURE RELATIVE TO 
HANDLING APPLICATIONS FOR PAYMENT AND 
RELATED FORMS UNDER THE PROVISIONS OF 
THE 1936 AGRICULTURAL CONSERVATION 
PROGRAM IN THE NORTH CENTRAL REGION 


Yor Use of State Committees 
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Chart showing Flow of Applications for Payment and 
Related Forms in State Offices in the North 
Central Region 
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}—..— Correspondence 


ivmene mis bs established in each State office in the 
North Centrel Region a section to be known as the Application 
for Payment Section, ‘The function of this Application for Pay- 
ment Section will be the handling of applications for payment 
and related forms from the time they are received in the State 
office until they are submitted to the General Accounting Office. 


Members of the State Committee and clerks in the State 
office should become thoroughly femiliar with the instructions 
conteined herein and with ell other, pertinent provisions and 
‘instructions issved relating to the 1956 Agricultural CGonserva- 
tion Program in the North Central Region, Deviation from these 
instructions will not be permitted. When there is a question 
relative to the procedure to be followed in eny case, such ques~ 
tion should be referred to the immediate superior. 


Changes or corrections must not be made on any form used 
in connection with the 1936 Agricultural Conservation Program 
unless such changes or corrections are specifically authorized 
by these instructions, In making any corrections euthorized by 
these instructions, draw a line through the incorrect entry in 
such a manner thet the entry will remain legible and insert the 
correct entry in the nearest available space. 


In these instructions, reference to entries on any form will 
be made by line number and column headine. For exemple, the entry 
in line 1, column (2) of Section II of NCR-le, or of any block of 
Section II of NCR-15, will be referred to as t1(a) of NOR-le", or 
N1(a) of NCR-15"; the entry in line 2, colum (c) of NCR-14 will 
be referred to as "2(c) of NCR-14." 


1. COUNTY BLOCK means’ all applications for payment and 
related forms which are received in the State office 
from one county at one tims. 


2, PRIORITY BLOCK NUMBER incans the number assigned to a 
county block. 


3, LOT means a group of not more than 100 epplicetions 
for payment from the same county. 


4, LO? NUMBER means the number eagsiened to a lot. 
Oo 


5. SUSPENDED CASE means any application for payment, 
together with related forms, which ig not acceptable 
for payment without correction or information, oF 
under which no payment is cue. 


6, APPLICATION FARM means any farm, data for which are 
listed on NCGR-12, and any ferm, data for which are 
listed in & block of NOR-15 and not marked MN ede de 


ed TEs a 


7, NON-APPLICATION FARM means any farm, data for which 
are listed in a block of NOR-15 and marked MN, A. Fy 


Applications and related forms should be handled in the 
Application for Payment Section, by county blocks, in the order of 
Lieir receipt. 


The Application for Payment Section shall be divided into 
seven units. The work performed in any one unit shell be considered 
as an operation which will consist of one or more steps, The follow- 
ing is a brief outline of the steps performed in each opsration: 


1. Acceptance Unit; To spot-check the computations on 
summaries of performance; to spot-check data on applica-~ 
tions for payment against data on corresponding summeries 
of performance; to spot-check to determine that acceptable 
addresses and signatures are inserted on applications for 
payment; to return to the county any transmittal of ap- 
plications for payment and related forms which appear 


upon examination to be incorrectly or incompletely executed; 


and to release to the Receiving end Files Unit any trans- 
mittal of epplications for payment and related forms which 
appear to have been properly executed, 


2. Receiving and Files Unit: To stemp all forms with the 
date of receipt; to prepare and maintain county progress 
records; to prepare lot records; to release applications 
for payment and related forms to the Examination Unit; 
end to file copies of computation sheets which are received 
from the Statistics Section in the State office. 


3. Examination Unit: To check the entries on summaries of 
performance; to check the transfer of data from summeries 
of performance to applications for payment; to check the 
bases, yields, and productivity indexes on applications 


for payment against approved bases, yields, and productivity 


indexes; to determine the acceptability of signatures on 
epplications for payment; to designate the names of payees 
as they should appear on checks; to detach and forward to 
the Statistics Section of the State office the summaries 
of performance attached to acceptable applications; 

to release acceptable applications for payment to the 
imtry Unit; and to release suspended cases to the Ap- 
plication Clearance Unit. 


4, Entry Unit; To trensfer the deta from applications 
for payment and rates of payment from NCR-B-2, He- 
vised, as amended, end NCR-B-3 to computation sheets; 
to review the figures entered on computation sheets; and 
to release applications for payment and related forms to 
the Computation Unit, 


5. Computation Unit; To make and enter on the computation 
sheet all computations which are necessary to determine 


fi 
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the emount of payment due an applicant; to review com- 
putations; to transfer amounts of payment from computa— 
tion sheets to applications for payment; to approve 
applications for payment; and to release applications 
for payment, computation sheets, and related forms to 
the Payment Schedule Unit. 


6, Payment Schedule Unit: To prepare, check, and certity 
vouchers for payment; to prepare schedules of disburse-— 
ments; to release applications for payment, originals 
of computation gheets, originals end copies of vouchers 
and schedules of disbursement to the General Accounting 
Office; to release copies of computation shee*s to 
the Statistics Section; and to release copies of 
youchers and schedules of disoursement to the Accounting 
Section of the State office. 


7, Applicetion Clearance Unit: To notity county com- 
mittees of corrections which heve been made on trens- 
mittal sheets; to request the corrections necessary 
to clear suspended cases; to perform all necessary 
checking, entry, end computetiog operations in connec— 
tion with suspended cases which heve been cleared; 
to release corrected applications for peyment and re- 
lated forms to the Payment Schedulis Unit; aad to indi- 
cate, in proper cases, what farms should be non-applica- 
tion farms, and to notify county committees concerning 
applications for payment under waich no payment will be 
Made. 


Persons who handle the meil received in the state office Wood, 
upon receipt of a transmittal of applications for peyment and related 
forms, forward such trensmittal to the Acceptance Unit. dny mail 
received in the state office directed to the Application Clearance Unit 
will be transmitted directly to tne Application Clearence Unit. Like- 
wise, any mail received in the state office relative to suspended 
cases or the status of any case will de forwarded directly to the Ap- 
plication Cleerance Unit. 


The following forms are to be used in connection with the 
procedure and instructions set forth herein. A sufficient supply of 
these forms will be furnished to each state office. 


RF-1, County Progress Record. A record of the contents and 
progress of all county blocks and lots from each county. 


RF-2, Lot Record. A record of the contents and progress of a 
lot, and a record of the persons handling such lot in 
each unit. 


RF-3, Release of Lots and Suspended Cases, A record of 
the release of a county block or lot from one unit 


NE i 


to another, The reverse side of RF-~3 may be used 
as a record of work assigned in the wiit which 
receives, the county block or lot. 


RF-4, Suspension Sheet. A notice of the suspension of an 
application for payment. 


R¥-5, NCR-15 Correction Sheet. A notice of any corrections 
which are made on a transmittal sheet, NGR~13. 


RF-6, Request for Application or Related Forms. A request 
to the Receiving and Files Unit for any application 
for payment or other form which is needed in the 
examination of another application for payment or related 
form. 


When RE-4 is used in any unit to suspend a case, indtcate there- 
on the priority block number, the State and county code, the lot 
number, the serial number, and #11 reasons for the suspension of such 
case. 
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PART I - ACCEPTANCE UNIT 


(Operation No. 1) 


The Acceptance Unit will consist of one or more responsible 
persons who shall determine whether the forms NCR-1l2 or NCR-15 
included in each transmittal accurately reflect the basic data taken 
from NCR-6 and the data relative to performance on farms covered by 
such forms NCR-12 or NCR-15, and whether such forms have been prepared, 
signed, and certified in such a manner as to warrant their acceptance 
for a determination of the amount of payment to be made in connection 
therewith. 


In making this determination, the Acceptance Unit may spot- 
check the additions on forms NCR-ll; spot-check the transfer of data 
from NCR+-1l1 to NCR-12 or NCR+15; spot-check bases, yields, and productivity 
indexes in Section II of forms NCOR-1l2 and NCR-15 against the approved 
bases, yields, and productivity indexes on NCR-6 and special crop 
listing sheets; spot-check signatures on forms NCR-12 and NCR-15 
against typed names on forms NOR-l2 and NCR-15 and against the typed 
names on NCR~1Z; and spot-check to determine that addresses have been 
inserted in Section I of forms NCR-12 and NCR-15. Where tobacco is 
grown in a county a spot~check should be made to determine that the 
name of the type of tobacco is entered in the appropriate columns on 
forms NCR-l2 and NCR-15. 


As a further check on the acceptability of a transmittal, the 
following determinations should be made in connection with a sample 


of forms NCR-ll;: 


Pe ii oo), offablell, is %équalstovor less! than 15 (b) of 
Table I, 16(b) of Table I must be zero. 


2. If 17(b) of Table I is less than 6(b) of Table II, 27(bd) 
of Table I must be zero. 


3. | If 16(b) of Table I is not zero, 17(b) of Table I must 
not exceed 6(b) of Table II. 


4. If 27(c) of Table I is less than 27(b) of Table I, 16(c) 
of Table I must be zero. 


5. 27(c) must not exceed 27(b). 


6. If 16(c) of Table I is not zero, 27(c) of Table I must 
equad 27(b) of Table I. 


ays ae 


If the examination and spot-check of forms NCR-12, NCR-15, and 
related forms reveal that any considerable number of errors were made 
in the execution of such forms, the transmittal should not be accepted, 
but should be returned to the county, The county committee should be 
requested to recheck computations on NCR-10, transfers from NOR-10 to 
NCR-11, and transfers from NOR~11 to NCR-12 or NCR-15. The attention 
a the county committee. should be called to the types of errors appearing 

“the various’ forms. 


In the event that a transmittal of forms NCR-l2g or NOR-15 
is returned to the county, stamp or write the word "rejected!" and 
the date of such rejection on the first sheet of the original and the 
first sheet of the copy of NCR-13 for such transmittal. File the 
copy of such NCR-13 in a "Rejected Transmittals" file in the 
Acceptance Unit and return the original of such NOR-13 to the county 
committee with the forms NCR-1l2 or NOR-15 and related forms. Request 
the county committee to prepare a new set of forms NCR-13 when resub- 
mitting the rejected transmittal. 


If the examination and spot-check of forms NCR-1l2, NCR-15, 
and related forms do not reveal any errors in such forms, stamp or 
write the word "accepted" and the date of acceptance below the form 
number on the first sheet of the original and the first sheet of the 
copy of NCR-13. Such acceptance shall be initialed by the person 
in charge of the Acceptance Unit. File the copy of NCR-13 in an 
"Accepted Transmittals!" file in the Acceptance Unit and release the 
Original of NCR-13, the forms NCR-12, NCR-15, and related forms to 
the Receiving and Files Unit. 


If the examination and spot-check of forms NCR-l2, NCR-15, 
and related forms do not reveal a sufficient number of errors to 
warrant returning the transmittal to the county, prepare and attach 
RF-~4 to each NCR-12 or NCR~15 in connection with which an.error is 
founds 


County committees have been instructed to attach the original 
of NOR-ll to the first NCR-12 or NCR-15 that is transmitted by the 
county on NCR-13, to which such NCR-ll refers, except when two such 
forms with respect to the same farm are transmitted at the same time, 
in which case such NCR+-1l will be attached to the operator's NOR-le 
or NCR=15. Spot-check to determine that forms NCR-ll are or have 
been transmitted for each farm covered by an NCR-l2 or an NCK-15 in 
a transmittal. If such check reveals that any considerable number of 
such forms NCR-ll have not been received in the State office, such 
transmittal should be retained in the Acceptance Unit until such forms 
NCR-1l are receiveds In such cases the county committee shall be 
requested to forward such forms NCR-1l1 to the State office immediately, 
indicating that such forms are applicable to a transmittal of forms 
NCR-12 or NCR-15 being held in the Acceptance Unit. 
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The personnel of the Receiving and Files Unit shall consist of 
receiving clerks, record clerks, and file clerks. All clerks in this 
unit shall use lead pencil. 


I. Instructions to Receiving Clerks. 


1. When a transmittal of forms NCR~12 or NCOR-15 is received 
from the Acceptance Unit, stamp immediately to the right 
of the form number, or on the back of the form, the date 
of receipt on each sheet of each form received from the 
Acceptance Unit, 


2. Two clerks working tozether shall check the serial numbers 
and the names of the applicants on forms NCR-12 and NCR-15 
against the serial numbers and names listed on NOR-13. 
Enter a check mark (/) in the left-hand margin of NOR+13 
opposite each serial number for which there is in the 
transmittal an NCR-12 or NCR-15 with a corresponding serial 
number. 


a. If an NCR-12 or NCR-15 is received and the serial number 
of such form is not listed on NCR~13, enter on NCR-13 
such serial number and the name of the applicant. Initial 
NCR-13 to the right of the serial number. When a2 correction 
is made on NCR-13 with respect to an NCR-12 or NCR-15 prepare 
RF-5 and enter on such RF-5 in columns (a), (b), and (c), 
the information show on such NCR-13 before correction and 
enter on the same line in columns (da), (e), and (f), the 
information shown on NCR-13 after correction. 


b. If an NOR-12 or NCR-15 is missing for a serial number 
wiich is listed on NCR-13, draw a line through the serial 
number and all data opposite such serial number, and initial 
the deletion. Indicate in columns (a), (bv) and (c) of RFS 
. the information shown on NCR-13 and on the same line in 
\ columns (d), (e) and (f) of such RF-5 enter the words 
"application not in transmittal". 


ce. When any forms NCR-12 or NCOR-15 from one county have the 
same serial number, refer such forms to the person in charge, 
who will determine whether they refer to the same farm 
or to different farms. If it appears that such forms have 
been executed by the s@me person and cover the same farm, 
prepare and attach RF-4 to each such NCR-12 or NOR-15. 
If it is determined that such forms NCR-l2 or NCR-15 refer 


oe 


1 
rae) 


to different farms, the person in charge shall assign 
new serial numbers to such forms NGR+le2 or NCR-15. The 
first serial number so assigned to an NCR-12 in a count: 
shall be 8001; to an NCR-15, 9001: to an NCR-l2 or NCR-15 
which bears the notation "cotton farm" or 'sharecropper 
farm! in line 9 of Sectiom II, 9501. . The person in charge 
shall assign subsequent serial numbers consecutively and 
shall maintain a record of serial numbers so assigned for 
each county. Enter such new serial numbers on NCR-13 and 
on the appropriate NCR-12 or NCR-15 and related forms, 
and indicate on RF~5 the original and the new serial 
numbers and the name of the applicant. 


If the State and county code has not been entered on an | 
NOR~1le2 or NCR-15, and related forms, make such entry. 
If a serial number has not been entered on an NCR-1l2 or 
NCR-15, determine from NCR-13 the correct serial number 
for such form and enter such serial number in the space 
provided therefor. 


If an NOR-12 or NOR-15 is received and the State and 
county code and serial number are missing from such 
NCR-l2 or NCR-15 and also from NCR-13, assign a serial 
number to such totes or NCR-15 as set forth in 
paragraph c, supra, entering the State and county code | 
and serial number on NCR-13, and on such NCR-12 or 
NMCR-15. Enter such data on RF-5. 


After all the corrections made on the forms NCR-13 
in a transmittal have been entered on RF-5, transmit 
such RF-5 to the Anplication Clearance Unit. 


Two lists of persons indebted to the United States 
Government will be furnished each state office. Such 

lists will consist of the names of persons who received 
peyment in excess of that due them under commodity con- 
tracts which they executed with the Secretary of Agriculture 


ev 
and the names of certain persons who arc indcbtcd to the 
Farm Credit Administration and oe Federal lending Pa 
agencies. One, Of such liste mile be arranged alchabetically 


by states and the other Pies oA by counties. Check 
forms NCR-13 for a county against the state list to deter- P 
mine whether any such persons have made appiication for 

payment under the ee Agricultural Conservation Progrem. 

If there appears on NOB-13 the name of a person showm on 

the state list, prepare and attach RF-4 to the NCR-12 or 

NCR-15 executed by such person. 


Arrange in serial number order all forms NCR-12, NCR-15, and 


related forms in the transmittal. 


The person in charge shall assign priority block number 1 to 
the first transmittal of forms NCR-12 and NCR-15 accepted. 
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Subsequent transmittals from the various counties shall be 
mumbered consecutively in the order of receipt of such trans- 
mittals, without regard to county codes. For example, if — 
the first transmittal accepted is from Washington County, 

it shall be assigned priority block No. 1; if the second 
transmittal accepted is from Jefferson County, it shall be 
assigned priority block No. 2. Enter the assigned priority 
block number in the upper right-hand corner of the first. 
page of NCR-13. 


The person in charge shall keep a record of the priority 
block numbers assigned. This record shall be referred to 
as the "Priority Block Number Register". 


Place NCR-12 on top of the forms NOR~l2, NCR-15, and re- 
lated forms in the transmittal and rclease the county block 
to the record clerk. 
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Before any county blocks are received in the Receiving and 
Files Unit, prepare an RF-1l for each county in the State. 


Upon receipt of a county block from the receiving clerk, 
divide such county block into lots of not more than 100 
forms NCR-12 or NCR-15. Insofar as is possible forms 
NCR-12 from the same minor civil division should be placed 
in the same lot. Prepare RF-2 in triplicate. Assign the 
first lot from a county the No. 1 and number subsequent 
lots from such county consecutively. Enter in the appro- 
priate spaces in the upper right-hand corner the priority 
block number assigned to the transmittal, the State and 
county code, and the lot number assigned to such lot. 
Immediately beneath the title of the form enter the name 

of the State and the name of the county. Enter in the 

next line in the first space the number of lots in the 
county block and enter in the next two spaces the first 

and last numbers of the lots in such county block. Enter 
in Section I of RF-2 the serial numbers included in such lot. 
In listing serial numbers in Section I of RF-2, either (1) 
enter the first and last serial numbers and list the serial 
numbers of missing applications; for example, 101-200, in- 
clhisive, except Nos. 157,168, and 193; or (2) list the serial 
numbers of the applications which are present, whichever is 
the more practicable. Enter in the last line in Section I 
of RF-2 in the space provided therefor, the total number of 
forms NCR-12 and NCR-15 in the lot. 


For each lot make entries on RF-l as follows: enter in column: 
(a) the priority block number; enter in column (h) the 20% 
numbers of the lots in the county bloc; enter in column (c) 
the date of preparation of forms RF-2; enter in column (i) the 
total number of forms NCR-12 and NCR-15 in each lot. Obtain 
a total for column (i) for each county block, entering such 
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total in red pencil immediately below the last entry in 

column (i) for such county block. In the case of a subsequent 
transmittel or ea request from the Applicetion Clearance Unit 
for the assigument of a lot mumber, consult RF-1 before assign- 
ing such lot numbers and then assign the next succeeding number. 
In the case of a lot originating in the Application Clearance 
Unit, enter in column (b) of RF~1 the lot number assigned. At 
the same time on the same line, enter in columns (a), (c), (a), 
(ce), (f), (1), and (k), if thé lot consists of cases suspended 
in the Application for Payment Section, the letters "A.P.S.", 
and if the lot consists of cases suspended by the General 
Accounting Office, the letters "G.A.0." 


Sign and enter the date in the spaces provided therefor in Section 
III of the original and the two copies of each RF-2 and release 
the originals and first copies of all forms RF~2 and all forms 
NCR~1l2, NCR-15 and related forms to the file clerk, by cointy 
blocks. 


Place the original of each set of forms NCR-13 from a county in 
a folder to be used as a permanent record of forms NCR~l2 and 
NCR-15 received. Place the second copies of forms RF-2 in a 
separate folder. File the folder containing the second copies 
of the forms RF-2 and tne folder containing the originals of all 
forms NCR~13 in ea file labeled "Control Record". Such control 
record shall be arranged by counties. The records for each 
county shall be arranged in the following order: 


a. RED, if such form Ie net kepey in a Joose deat binder: 
b. Folder containing the originals of all forms NCR-13. 
ce Folder containing forms RF~2 in consecutive order. 


Hach unit which releases a county block or lot will prepare 

RF-3. One copy of RF-3 will be forwarded to the unit receiving 
such county block or lot. ‘The original RF-3 will be signed by 

the person designated in the unit receiving the county block or 
lot and will be transmitted to the record clerk. From the date 

on such RF~G enter on the RF-l for such county the date of release 
of the county block or lot to each unit. For example, the date 

of release of a county block or lot to the Examination Unit is to 


-be entered in column (d) of RF—1. File the RE-3 from which such 


date is taken in a separate file. The first copy of each RF~2 
showing the serial numbers of cases suspended in the first three 
units will be returned from the Examination Unit to the record 
clerk. File such copies of RF-2 in the Control Record in place 
of the second copies and destroy such second copies. When the 
original of RF-2 is received from the Payment Schedule Unit, file 
such original RF~2 in place of the first copies and destroy such 
first copies. If any forms NCR~l2 or NCR~15 were suspended in 
the Entry, Computation or Payment Schedule Units such cases will 


be listed on the original RF-2. When the RF-3 showing the release 


of a county block to the General Accounting Office is received by 
the record clerk, enter in column (h) of RF~1l the date shown on 
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‘such RF-~3, enter in column (j) the number of forms NCR-12 and 


10. 


NCR-15 released to the General ‘Accounting Office, and enter in 
column (k) the totel number. of suspensions in the Application 
for Payment Section. The entry in colum (i) for each lot 
must be equal to the sum of the entries in columns (j) and (ix) 
tor such Lov. 


The Application Clearance Unit will prepare RF~3,listing the 
serial numbers of all forms NCR-12 and NCR-15 which were suspended 
by the General Accounting Office. The original of such RF-3 

will be forwarded to the record clerk. Enter in: Section IV of 

the appropriate RF-3 the scrial numbers of the cases suspended 

by the General Accounting Office as shown on such RF-3. For 

each lot enter in column (1) of the appropriate RF-1 the total 
number of cases suspended by the General Accounting Office. 


After payments have been made in connection with forms NCR-12 or 
NCR-15 included in a lot,a copy of ACP-22 will be transmitted to 


the State office by the Disbursing Office of the Treasury Department. 


From the information shown on such ACP—22 enter on the appropriate 
RF~1 in columns (m) and (n) the Disbursing Office Voucher number 
and the date paid, respectively. 


When suspended cases are cleared in the Application Clearance 
Unit, such cases will be released by lots directly to the Payment 
eche@ale Unit. A lot in such instances will consist of as many 
cases from the same county, not in excess of 100, as can be con- 
veniently cleared at one time. The Application Clearance Unit 
will prepare RF—2 in duplicate for such lot and will forward the 
copy of such RF-2 to the record clerk. Enter on the appropriate 
RF-1 in column (g) the date shorm on such RF-2. File the copy of 
REF-2 in the appropriate place in the control remrd. When the 
original of such RF-2 is received from the Payment Schedule Unit, 
file such original in the control record and destroy the copy. 


Upon receipt of an RF-6, original and first copy, determine whether 
the requested material is a form NCR-11, NCR-12, NcR-14, NcR-15, 
NCR-16, NCR-17, NCR-18, or other form. 


a. If the material requested is an NCR-12 or NCR-15, determine. 
from the control record whether such form has been received, 
and if received, determine the location of such form. 


(1) If such form is in the Receiving and Files Unit, or 
in the Examination Unit, withdraw it from its place in 
the lot and insert in its place the original RF-6. 
Attach to the form requested the copy of such RF-6 and 
foryard them to the person making such request. Then the 
person who has requested such form has completed his 
examination thereof, he will. return such form, together 
with the copy of RF-6 to the record clerk. Upon receipt 
of such form and the attached copy of RF-6, determine 
whether the lot in which such form was included has been 
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released to another unit or is still in the same unit. 
If such lot has been released to another Unit, forward 
such form together with the attached copy of RF-6 to 

the Application Clearance Uniteu, lf Suche lotwheas not 
been released to another unit, return the form which 

vas requested to the appropriate lot and destroy both 
the original and cony of RF-6. Any unfinished operations 
on such form in such unit shall be completed before such 
lot is released to the next unit. 


If the requested NCR~12 or NCR-15 is in the Entry Unit, 
the Computation Unit, or the Payment Schedule Unit, 
withdrav such form and any forms attached thereto from 

the lot. Enter in Section II of the RF-2 accompanying 

the lot and in Section II of the appropriate RF-2 in the 
control record the serial number of such NCk-le or NCR-15. 
Prepare RF~4 for such case, noting on the copy of RE-6 
(Return to Application Clearance Unit". Attach such 2P-4 
to the original RF-6 and forward them to the Application 
Clearance Unit. Attach to the form requested the copy of 
RF-6 and forward them to the person making stich request. 
When the person who has requested such form has completed 
his examination, he will forward such form, together with 
the attached copy of RF-6, to the Application Clearance Upsie: 


If the material requested is an NCR-14, NOR-16, or NCR-18, 
determine the location of such form. 


(1) 


(3) 


If the copy of such form is in the files of the Receiving 
and Files Unit, withdraw it, leaving in its place the 
original RF-6. Upon return of the form by the person 

who requested it, return such form to its proper place 

in the files and destroy both the original and copy of RF-6. 


. If the requested NCR-14, NCR-16, or NCR-18 is in the 


Statistics Section, obtain such form and leave in its 
place the original RF~6. If the data from such form 

have not been recorded in the Statistics Section, note 

on the copy of RF~6 that the requested form is to be re- 
turned to the Statistics Section for the recordation of 
Gata therefrom. When a form NCR-14, NCR-16 or NCR-18 
with the copy of RF-6 attached thereto, is returned, 
forverd them) to the Statieticse, Section. If the data irom 
such form have been rocorded in the Statistics Section, 
upon return of such form with the copy of RF-6 attached 
thereto from the person who requested it, forward them 

to the file clerk in the Recciving and Files Unit. The 
file clerk will place the NCR-14, NCR-16, or NCR-18 in 
its proper place in the file and destroy both the ore 
and the copysot RY-G. 


If such form is located in the Entry, Computation, or 
Payment Schedule Unit, follow instructions outlined 
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under preceding paragraph a, withdrawing from the lot 
the requested NCR-14, NCR=16, or NOR*18, and related forms. 


If the material requested is an NOR-11 or NGR-lle, determine 
the location of such form. 


(1) If such NCR-1l or NCOR-lla is in the Statistics Section, 
withdraw such form and leave in its place the original 
RF-6. Attach to the withdrarm form the copy of R¥-6 
and forward them to the person making such request. 
When the NGR-11 or NCR-lla is returned, forward it to- 
gether with the cony of RF~6 attached thereto to the 
Statistics Section. | 


(2) If such NOR-11 or NOR-lla is in Receiving and Files Unit, 
the Examination Unit or the Application: Clearance Unit, 
withdraw such form and leave in its place the original 
R¥-6. Attach to such NCR-1l or NCR-lla the copy of RF-6 
anc forward them to the person making such request. Yhen 
such NCR-11 or NCR-lle is returned,. proceed as in 102 (1), 


supra. 


Prepare and transmit daily to the person in charge of the Applica- 
tion for Payment Section a report showing: 


Ae 


Number of forms NCR-12 and NCR~15 received in the Receiving 
and Files Unit each day. 


Total number of forms NCR-12 and NCR-15 received in the 
Receiving and Files Unit up to and including such day. 


Number of forms NCR-12 and NCR-15 forwarded to the General 
Accounting Office each day. 


Total number of forms NCR-12 and NOR-15 forwarded to the 
General Accounting Office up to and including such day. 


Number of forms NCR-12 and NCR-15 suspended to the Application 
Clearance Unit by the Application for Payment Section each day. 


Total number of forms NCR-12 and NCR-15 suspended to the 
application Clearance Unit by the Application for Payment 
Section up to and including such day. 


Number of forms NGR-12 end NCR-15 suspended to the Application 
Clearance Unit by the General Accounting Office each day. 


Total number of forms NCR-12 and NCR~15 suspended to the 
Application Clearance Unit by the General Accounting Office 
up to and including such day. 


Such information concerning the number of cases paid and 
the amount of payments as is available. 
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j» Such other information eas may be requested. 


III. Instructions to File Clerks. 


as 


arrange all county blocks on shelves or tables in the order of 
S x 
priority block numbers. 


Upon receipt of a request for work from the Examination Unit, 
withdraw the county block having the lowest priority block 
number. Prepare RF-3 in duplicate. Hnter in the upper right- 
hand corner of such RF=3 the priority block number and the State 
end county code. Enter in the space following the words "Released 
to" the words "Examination Unit", and enter the date in the space 
provided therefor. Enter in column (a) the lot numbers and in 
column (b) the total number of forms NOR-12 and NGR-15 in each 
lot of such county block. Release the coumty block, both copies 
of RF-3, forms NOR-6 for the county, and the special crop listing 
sheets for the county, if any, to the Examination Unit. The 
original RF-3 will be signed by the person designated in the 
ixamination Unit and shall be forwarded to the record clerk in 
the Receiving and Piles Unit. The copy votesuch B¥-o will be re— 
tained in the Exemination Unit. If forms NCR-6 and the special 
crop listing sheets, if any, for a county are not on file in the 
state office, do not release the county block to the Examination 
Unit. Notify the person in charge who will take the necessary 
steps to obtain such forms. 


When the copies of forms NCR-14, NCR-16, and NCR-18 are released 
by the Statistics Section to the Receiving and Files Unit, file 
such forms in serial number order by counties. 
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The personnel of the Examination Unit shall consist of checking clerks, 
examining clerks, and review clerks. Checking clerks shall use blue penerl, 
examining clerks shall use green ink, and review clerks shall use purphe ink. 
Instructions relative to the examination of NCR~17 and forms related thereto 
are contained in NGR-20a. 


Upon receipt of a county block from the Receiving and Files Unit, 

forms NCR-12, NCR-15, and related forty shall be assigned by lots to checking 
clerks who will use machines to make a check of the additions in Table I of 
NCR-1l. Thereafter such county block shall be assigned to checking clerks i 
lots for a check of entries on NOR-11 and transfers from NCR~11 to NCR~12 
NCR~15. Thereafter such lots shall be assigned to a pair of checking gee: 
who shall check entries on forms NGR-12 and NCR~15 against entries on NCR-6. 
When a lot is completed by a pair of ehecking clerks, it shall be assigned to 
an examining clerk. When a lot is completed by an cxamining clerk, it shell be 
assigned to a review clerk. Lots shall be distributed in sach 2 manner as to 
insure the completion of all lots in a county block at approximately the same 
time. 


When an entry on NOR-11, NCR~12 or NCR-15 is found to be incorrect 
place an "X" above and to the risht of such entry. Although an entry is found 
to be incorrect, complete the checking of all other entries. Exemining clerks 
and review clerks shall examine and review all forms WCR-12 and NCR-15 in a lot, 
including cases previously suspended. If, in the examina coeee of a case which 
has been previously suspended, the examining clerk finds an additional reason 
for suspension, such reason should be indicated on the aed attached to such 
NCR~l2 or NCR-15. The examining clers shall complete RF-4 for cases suspended 
in the Acceptance or Receiving and Files Unit by peril ngs the priority block 
number and the lot number in the first end third spaces, respectively, in the 
upper right-hand corner of such form. 


I. 


i. If, in making the additions on NCGR-11 hereinafter set forth, 
it is found that an addition has been incorrectly made, 
unless otherwise provided prepare and attach RI4 to the 
eppropriate NCR-12 or NCR-15. Check the additions in 
Table I of each NCR~11 as follows: 


a. 12(b) must agree with the sum of 1(b) to 11(b), inclusive. 
b. 12(c) must agree with the sum of l(c) to 11(c), inclusive. 
ce 15(b) must agree with the sum of 12(b) to 14(b), inclusive. 
d. 15(c) must agree -rith the sum of 12(c) to 14(c), inclusive. 
e. 17(b) must agree with the sum of 15(b) and 16(b). 
f. 17(c) must agree with the sum of 15(c) and 16(c). 
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-. If 25(b) does not agree with the sum of 18(b) to 24(d), 
inclusive, strike the entry in 25(b) and enter the correct 
subtotal. 

h. 25(c) must agree with the sum of 18(c) to 24(c), inclusive. 

4. If 28(b) does not agree with the sum cf the entries in 
17(b), 25(b), 26(b), and 27(b), strike the entry in 28(b) 
and enter the correct total. 

j. If 28(c) doeg not. agree with the sum of the entries in 
17(c), 25(0), 26(c), and 27(c), strike the entry in 28(c) 
and enter the correct total. ; 

k. 4(c) of Table II must agree with the product obtained by 

multiplying the flax yield for the county as shown in 

NCR-B-3A by 5(c) of Table II. 


Sign or initial RP-2 in the left-hand side of the first space 
provided for a signature of a checking clerk. Release the county 
block to the checking clyks who are to check entries on NCR-11 
and transfers from NCR-11 to NOR-12 and NcR-15. 


Instructions to Checking Clerks - Second Check. 


Bu 


If, in making the determinations hereinafter set forth an 


error is found. prepare and attech RF-4 to the approyriate 


NCR-12 or NGH-15. Clerks making the second check shall 
make the following determinations? 


a. 6(b) of Table II of NCR-11 must not exceed 28(b) of Table I 
of NCR-11. 


b. If 6(b) of Table II of NCR-11l is equal to or less than 
15(b) of Table I of NCR-11, 16(b) of Table I of NCR-11 
must be zero. 


ec. If 16(b) of Table I of NCR+1l is not zero, 17(b) of Table I 
of NCR-11 must not exceed 6(b) of Table II of NCR~hl. 


ad. If 16{b) of Table I of NOR-11 is not zero and if 17(b) 
of Table I of NGR~ll is less than 6(b) of Table II of 
WOR-11, then 27(b) of Table I. of NCR-11 must be zero. © 


e. If 27(c) of Table I of NCR-1l is less than 27(bD) of 
Table I of NCR-11, then 1o(c) of Table I of NCR-11 must 
be zero, 


f. 27(c) of Table I of NCR-11 must not exceed 27(b) of Table I 
of NCR+1l. 


g. If 16(c) of Table I ¢ NCR-1l is not zero, then 27(c) and 
27(b) of Table I of NCR~11 must be equal. 


h. 2(a) of NCR-12 or NCR-15 must be equal to 4(c) of Table II 
of NOR-11. 


hae 


is 3(a), 3(d), 3(c), and 3(d) of NOR-12 or NOR+15 must be 
equal to the entries for tobacco, cotton, sugar beets, and 
flax, respectively, in 13(c) or 14(c) of Table I of NCR-1l. 


j- 3(e) of NGR-12 or NOR~15 must be equal to the sum of 
12(c) and 16(c) of Table I of NCR-11. 


Ey -S( if of NOR—12 or NCR-15 muet be equal to.17(c) of Table I 
of NCR-11. 


1. A4(f) of NGR-12 or NCR~15 must be equal to 15(b) of Table I 
of NCR-1l. 


m. 5(f£) of HORs12 or NCR~15 must be equal to 25(c) of Table I 
of NOR-ll. 


n. 9(f) of NCR~12 or NOR~15 must be equal to the percentage 
entered opposite the applicant's name at the top of 
NCR=1l1. 


o- Lines 7 and 8 of NOR-12 or NOR-15 must agree with columns 
(b>) and (c), respectively, of Table III of NCR-11. 


Sign or initial RF-2 in the right-hand side of the first space 
provided for the signature of a checking clerk and rclease the 
lot to the third checking clerks. 


Tit. Instructions to Checking Clerks — Third Check. 


1, 


Check the entries on forms NCR-le2 and NCR-15 against the 
entries on NOR~6 and special crop listing sheets as hereinafter 
set forth. Reference to colum (1), column (2), or column (3), 
as the case may be, shall mean tne column (1); eolumr(2), Mor 
column (3) of NOR-6 on the line which has the same work sheet 
number in such column (1) as is entered in the third line of 
Section I of NCR-l2 or in the space provided for such work sheet 
number above each block of NCR-15. If the minor civil division 
code and work sheet number are not shown in the space provided 
therefor in NcR-l2 or NCR-15 or if an incorrect minor civil 
division code or work sheet number has been entered in such 
space, enter the correct minor civil division code and work 
sheet number. If the correct minor civil division:code and 
work sheet number cannot be ascertained at this time, prepare 
and attach RF-4 to the appropriate NCR-12 or NCR-15. If, in 
making the entries in column (2) and column (3) as hereinafter 
set forth, it is found that an entry has already been made in 
such column (2) or column (3), except as otherwise provided, 
prepare RF-4 indicating thereon the State and county code and 
serial number of such NOR#12 or NGR-15, the reasons for sus- 
pending such case, and the serial number already entered in 
such column (2) or column (3). Attach such RF~4 to the appro- 
priate NOR-l2 or NOR-15. If an entry has already heen made in 
column (2) or column (3) and if an "0. K." has not been entered 
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in column (1) prepare RF-4 indicating thereon the State 

and county code and serial number, the reason for suspending 
such case and the serial number already entered in such column 
(2) or column (3).. Attach such RF-4 to the appropriate NCR-le 
or NCR~15, Two checking clerks working together shall make 
entries on NCR-6 as follows; 
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If an NOR-12 to which is attached an NCR-1l has not been 
suspended due to an error on NCR~11 or an incorrect transfer 
from NCR~11 to NOR-l2, enter "0,K." immediately to the 

left of the work sheet number in column (1). 


If 9(f) of NCGR-12 is 100 percent, enter the serial number 
of such NOR~12 in the upper right-hand corner of column (2) 
and enter '"xxkllin the upper right-hand corner of column ae 


If 9(f) of NCR-12°is lees than 100 percent, and if the 
name of the applicant on NCR-lée agrees with the name in 
either column (2) or column (3), enter the serial number 
of such NCR-12 in the upper right-hand corner in column 
(2) or (3) in which such name appears, and enter in the 
upper left-hand corner of such column the percentage in 
ect or NOnode. 


If 9(f) of NOR-12 is less than 100 percent and the name 

of the applicant on NGR-le does not agree with the name 

in either column (2) or column (3), enter the serial 
number in the upper right-hand corner in column (2), enter 
the percentage in 9(f) of NCR~l2 in the upper left~ 

hand corner of such column, and enter a check mark (47) 

in the upper right-hand corner in column (3%). 


If 9(f) of NOR-12 is less than 100 percent, and if there~_ 
is en entry in column (2) end the name of the applicant 

on NCR-l2 does not agree with the name in either column 

(2) or column (3) enter the serial number of such NCOR-12 

in the upper right-hand corner of column (3) and enter the 
percentage in 9(f) of such NCR-12 in the upper left-hand 
corner of column (3), If the name on such NCR-12 agrees 
with the name in column (2) transfer the serial number 

end percentage entered in column (2) to column (3) and 
insert such other serial number ond percentage in column (2) 
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When percentages have been entered in the upper left-hand» 
corners of both colum (2) and column (3) and if the sum of 
such percentages is not 100 prepare and attach RF-4 to 
NGR-l2, Enter on such RF-4 the serial number previously 
entered in column (2) or column (3), 
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&- Follow the procedure set forth in tno preceding subdivisions, 
a to f, inclusive, for each block in NCR-+15. 


£. If, in making the determinations hereinsfter set LOY CH. & 
‘disagreement between an entry on NCR-19 or NOR-15 and NCGR-6 or 
& speciel crop listing sheet is found, prepare and attach RF-4 
to the eppropriate NCR-12 or NOR-15. Checking clerks shall 
make authorized corrections in columns (2), (3), and (14) of 
NCR-6 end check entries on NOR~12 and NCR-15 ageinst corresponding 
entries on NCR.6 and special crop listing sheets. Check all forms 
NCR-l2 in the county block and then check all forms NGR-15 in the 
county block as hereinafter set forth. 


é&, If there is a notation in the margin to the TAIGNG. Of VSbLe oie 
of the NCR~1l attached to the NCR-12 or NCR-15 to the effect 
that the soil—depleting base originally approved by the 
State committee has been reduced because such base exceeded 
the number of acres of cropland in the farm shown in 28(b) of 
Table I of NOR«11, draw ao line through the entry in column 
(14) of NCR-6 and enter in the nearest available space in such 
manner that it may be distinguished from other corrections 
in such column (14), the entry in 6(b) of Table II of such 
NOR-11, 


be. I1(f) of NCR-12 or NOR-15 must agree with colum (14) of NGR-6, 


Cc. 2(e) of NCRw12 or NOR-15 mist agree with column (33) of 
NCR~6, 


d. l(a) of NCR+12 or NGR-15 must agree with column (34 or 
(36) of NCR-~6, whichever beers the same heading as column 
(2) of NCR-12 or NCR~15 or with column (14) of the tobacco 
listing sheet if the tobacco bases heve not been transferred 
to the regular listing sheet, 


@. 2(a) of NCH-12 or NOR-L5 must agree with column (35) or 
(37) of NGR-6, whichever bears the same heading as column (a) 
of NCR-l2 or NCR-15, or with column (35) or (37) of the 
tobacco listing sheet, if the tobacco bases haye not been 
transferred to the regular listing sheet. 


f. 1(b) of NOR-12 or NCGR-15 must agree with colum (34) or (36) 
of NCR-S, whichever bears the same heading as column (b) 
of NOR-le or NCR-15, or with column (14) of the cotton 
listing sheet if the cotton bases hove not boen transferred 
to the regular listing sheet, 


& 2(b) of NCR-12 or NOR~15 must agree with column (oe Gr es?) 
of NGR-6, whichever bears the same heading as column (b) of 
NCR-l2 or NCR™15, or with column (35) or (37) of the cotton 
listing sheet if the cotton bases have not been transferred 
to the regular listing sheet, 


h. 2(c) of NCR-12 or NCR+15 must agree with column (9) of the 
special listing sheet for suger beets. 


3. Detach forms NoR-11 from the NOR~12/to Sefiah an RFA 
is not attache end forward such forms NCRell to the Statistics 
Section, Retu:n the forms NCR-6 to the file clerk in the 
Receiving and files Unit. 


4, Check any forms NCR~12 or NGR-15 which were suspended begause 
ean 'O, K," was not entered in column (1) of NOR-6 and if an 
NO, K." has bean subsequently entered in column (1) remove 
the RF-4 attacied thereto and plece such NCR~-12 or NCR-15 in 
its place inth> lot. Upon completion of the checking work 
for a lot, bot. checking clerks shall sign or initial and enter 
the date in the: second space provided therefor in Section III 
of RF-2, Do nci list the serial numbers of such suspended 
cases on RF=2, Release the lot to an examining clerk. 


IV; Instructions to Yxamining Clerks. 


If, in the examination of forms NCR-12 or NOR~15 it is found 
that such forms do not meet the requirements hereinafter set fortn, 
prepare and atteac’: RF~4 to such NCR-12 or NCR-15. Make the following 
determinations in connection with forms NCR-le and NOR-15. 


1. Determine thet no unauthorized deletion has been made in any 
printed matter on NCR-l2 or NOR-15. 


2. Check the bases in line 1 of each NOR-12 and of each block 
of NGR-15 in the lot, as follows; 


2. 1(f) must equal the sum of l(a), 1(b), 1(c), 1(a), and le). 


be 1(c) must equal 3(c) wnless the result obtained by sub- 
tracting 1(2) and 1(b) from 1(f) is less than 3(c), in 
which case l(c) must be the result obtained by subtracting 
l(a) and 1(b) from 1(f). 


c. 1(d) mst equal 3(d) unless the result obtained by sud- 
tracting 1(a), 1(b), and 1(c) from 1(f) is less than 
3(d), in which case 1(d) must be the result obtained by 
subtracting l(a), l(b), and 1(c) from 1(f). | 


d. 3(f) mast equal the sum of 3(a), 3(b), 3(c), 3(d), and Se). 


3. If there are any erasures or corrections on NCR-l2 or NCR-lo, 
determine that each such erasure or correction has been initialed 
by two members of the county committee one of whom signed the 
NCR-1l2 or NCR~15 for the county committee. 


4, ‘(If there is an entry in any line in column (a) determine that 
the name of the type of tobacco has been entered in the heading 


LO. 


es 


le. 


13. 


ae 


of column (a) and if column (b) is used for tobacco, determine 
that the name of the type of tobacco has been entered in the 
heading of column (b) and that the word "cotton!" in column (bd) 
has been stricken, 


Phithere dd ésen sentry in Vlas ib). Loe, lid), or d(e), of 
NCR-12 or NCR-15, there mst also be an-entry in 2(a), 2(b), 
2(c), 2(d), or 2(e), respectively, of such form, 


If there is an entry in 3(a) and there is no entry in l(a), 
determine that there is an entry in 2(a). Meke the same deter- 
mination for column (b). If in such cases there is no entry in 
2(a) or 2(b) refer the case to the person in charge, who will 
determine the appropriate entry by multiplying the county check 
yield for cotton or tobacco, as the case may be, which will.be 
found in the upper rignt-hand corner of the appropriate special 
crop listing sheet for such county. by the productivity index for 
the farm. Make such entries in 2(a) and 2(b) in green ink, 


If there is an entry in 3(e), determine that there is an entry 
in 2(e). 


Determine that for each soil building practice number listed 
in line 7 of NCR-12 or NCR-15 there is an acreage figure 
entered in the corresponding space in line 8 of such form. 


Determine that for each entry in line 8 of NCOR-le or NCR-15 
there is a soil building practice number listed in the 
corresponding space in line 7 of such form, 


Determine that each soil building practice listed in line 7 

of NCR~12 or NCR-15 has been approved for the county or part 
of a county in which such farm is located as set forth in NCR- 
B-2, Revised, As Amended. 


If soil building practice number "'(m)' has been entered in 
line 7 of NCR-12 or NCR-15, determine that the number of 
feet has been entered immediately to the right of such soil 
building practice number. 


Determine that there is a percentage figure in 9(f) of NCR-12 
or NCR-15. If there is no percentage figure entered in 9(f), 
determine that the notation "cotton farm" or "sharecropper 
farm" has been entered in line 9. 


Qe Determine that dates have been entered in the spaces 
provided therefor in Sections I, III, and IV of NCR-le, 
and that the dates in Sections III and IV are not earlier 
than the date in Section I. 


b. Determine that dates have been entered in the spaces 
provided therefor in Sections I, II, and III of NOR-15, 


14, 


MSir 


16, 


hoe 


and that the dates in Sections II and III are not earlier 


than the date in Section I. 


a. Determine that acceptable signatures have been affixed in 
sections IT, III, and IV of NCR-l2, and that all such 
signatures were affixed with pen or pencil. 


b. Determine that acceptable signatures have been affixed 
“in Sections Ty Il, and Jl, of Nch-ip and tlat si) sen 
Signatures were affixed with pen or pencil. ¥ 


a. Determine that the signatures appearing in Sections 
ITI and IV of NCR-12 are not those of the applicant 3 
and that the signatures. in Sections III and IV of 
NCR-l2 are not those of the same person, 


b. Determine that the signatures aypearing in Sections II 
and III of NCR-15 are not those of the applicant and that 
the signatures in Sections II and III of NCR-15 are not 


those of the same person, 


The signature of the applicant in the space provided therefor 
in Section I of NCR-12 or NCR-15 and the typed name of the 
epplicant in line 1 of Section I of such NCR-12 or NOR-15 


should be identical. 


However, if any of the following examples 


of differences between typed names and signatures eppear on 
NCR-le or NCR-15, such forms should not be suspended, 


Typed Neme 
i. Doe 

or 
John Doe 

or 
Mrs, Sarah Smith 


Jones and Smith 
& partnership 


Js UGG, Adm. of 
R. Roe Estate 


Joe Willington 


Signature 


John Doe 
Jno. Doe 


Jno. Doe 
John A, Doe 


Sarah Smith 


Jones and Smith 
by John Smith, a partner 


John Doe, Adm. of F 
the Estate of 2 


Richard Roe, Deceased 


Joe Wilington 


If any of the following examples of differences between 
typed names and signatures appearson NCR-12 or NCR-15, 


such forms shell be suspended. 


vy 


Lee 


Typed Name _ Signature 
John Doe J. Doe 


Oe dia Ja Wee 


Mrs. John Smith irs. Mary Smith 
or Mary Smith 


Jones and Smith John Smith 
Tom Welsh Tom Welch 


Requirements for signatures of individuals, co~signers 
end sole proprietorships are set forth in Section A of ACP-16. 


If the signature of any applicant was affixed by mark, such 
Signature must have been witnessed by at least one person whose 
Signature must be in the original and handwritten. 


If the signature in Section I of NCR~12 or NCR-15 is that of a 
person acting in a representative or fiduciary capacity, determine 
that such person in his signature has disclosed the principe) oF 
entity for whom he is acting and has indicated the capacity in 
which he has signed. Examples of acceptable signatures of persons 
acting in a representative or fiduciary capacity will be ‘found in 
Section B of ACP-16, 


Determine that the address of the epplicant is entered in Section I 
of NCR-l2 or NCR-15, 


Determine the name of the payee as such name shquld appear on the 
check issued as payment under NCR-12 or NCR-15. If the Signature of 
the applicant in the space provided therefor in Section I of NCR-12 
or NCR-15 is in the style in which such name should appear on the 
check, such signature shall be used as a designation of the payee. 
If such signature is not readily legible or if any change is 
hecessary in the style of the signature, either print the neme of 
the payee on a slip of paper and staple such slip of paper to NCR-12 
or NCR-15 over the signature of the applicant, in such a manner 
that the signature will remain accessible, or, where possible, 
bracket that portion of the signature which should not appear 

upon the check, The names of payeos as they should appear on 
checks are as follows: 


&, In the case of an individual, the name shall be in the 
same style as the signature of the applicant. 


Example; Signature Payee 


John H. Doe Jonn H. Doe 


Ce 


ey NING) atc 


In the case of co-signers the names of such co-signers 
shall appear one above the other in the some style as 
the signatures of the applicants in the space provided 
therefor in Section I of NCR+12 or NCR-15. The last 
name shall bé preceded by the word "and". 


Example; Signature Payee 
Joun H,. Doe John H. Doe 
Richard Roe and Ricnard Roe 


In the case of a sole proprietorship, the name of the 
payee shall be the name of the sole proprietorship. 


Exemple: Signature Payee 
ABC Company ABC Company 
by John Doe 


Sole Proprietor 


In the case of a partnership, the name of the payee 
shall be the name of the partnership. 


Exemple; Signature Poyee 
Jones and Smith Jones and Smith 


by John Smith, 
& partner, 


In the case of a corporation, the name of the payee shall 
be the name of the corporation. 


Exomple: Signature Payee — 
XYZ Co. Inc. XYZ Co, Inc. 


by Jonn Doe, Pres. 


In the case of an administrator, executor, guardian, or 
committee, the nome of the payee shell be snown in three 
lines. The name of the administrator, executor, guardian, 
or committee, and the title (abbreviated) sholl appear 

in the first line. The words "of the estate of" shall 
appear in the second line. The name of the deceased, 
incompetent, or minor together with the designetion 
deceased", "incompetent", or "minor" (aboreviated) shall 
appear in the third line, 


Hxomples; Signature Payee 
John Smith Executor John Smith, Exec, 
of the estate of of tne estate of 


FF. omith, decoased, EF. Smith, Dec. 


«) 


1. 


edit 


Jonun Smith Hstate 


by James Smith, Adm, 


John Doe, Guardian 
of Richard Roe, In- 
competent. 


Jemes Smith, Adm, 


.-of the estate of 


John Smith, Dec. 


Jonn Doe, Gdn. 
of the estate of 
Richard Roe, Incom. 


In the case of a receiver, trustee, or liquidator the 


name of the payee shall appear in two lines, 


The name 


of the receiver, trustee, or liquidator and his title 
shall appear in the first line; 
institution or other entity for which the receiver, 
trustee, or liquidator ‘is acting shall appear in the 
second line, or the second and third line, if the 
third line is necessary. 


Example; 


Signature 


Richard Roe, Receiver 
for City National 
Bank of Elkton, Ill. 


The name of the bank or 


Payee 


hichard Hoof Rec, 
for City Nat. Bank 
of SHiktomy i. 


In the case of a State, county or municipality, or agency 
thereof, the name of the payee shall be the name of such 
State, county, municipality, or agency. 


Exemples;: 


Signature 


State of South Dakota 
by and through its 
Rural Credit Board, 
John Doe, Sup. 


Douglas County, Mich. 
by John Doe, 
County Commissioner, 


Payee 


Rive Creditlbeard 
of South Dakota 


Douglas County, Mich. 


In the case of an agent the name of the payce shall be 
the name of the principal whether such principal be an 
individual, co-signer, partnership, corporation, receiver, 
or liguideator. 


Exemples: 


Signature 


John Smith 
by John Doe, Agent 


John Doe, Agent 
for ABC Co. 


Payee 


John Smith 


ABU Company 


pes ate 


el. Upon completion of the examination of an NCR-le2 or NCR-15 
initial such approved NCR-le or NCR-15 in the space below 
the words "Schedule No.' in the certificate of administrative 
oificer. 


ee. Sign and enter the date in the space provided therefor in 
Section III of RF-2, Place all suspended cases on top of 
the lot. Do not list tne serial numbers of such suspended 
cases on RF-2. Release the lot. 


Instructions to Review Clerks. 

1. Upon receipt of a lot, examine all suspended cases in the 
lot, following the instructions to Examining Clerks set 
forth in Section IV of this Part III, and determine whether 
the suspension of such cases is warranted. If doubt arises 
relative to the suspension of any case, consult the person 
in charge. If a suspension of NCR-le or NCR-15 is not 
warranted, remove RF-4 and place such NCR-l2 or NCR-15 in 
the proper place in the lot. Initial RF-4 below the signature 
of the examining clerk in all cases where the suspension of 
such case is warrented. Initial the NCGH-l2 or NCR-15 in the 
space below the blank space following the words "Schedule No." 
in the certificate of administrative officer in cases where 
the suspension is not warranted. 


e. Hxamine all other forms NCR-12 and NCR-15 in the lot, following 
the instructions to examining clerks set forth in Section IV 
of tnis Part III. Determine whether any of such cases should 
nave been suspended and that the name of the payee has been 
correctly designated. Correct such designation if necessary, 
upon approval of the person in charge. Initial each approved 
NCR-le or NCR-15 in the space below the blenk space following 
the words "Schedule No." in the certificate of administrative 
officer, Prepare and attach RF-4 to each NCR-12 or NCR-15 
wnich is not approved and for wnich RF-4 has not been prepared, 
and place such suspended cases on top of the lot. 


5. After the completion of the review of forms NCR+12 and NCR-15 
in the lot; list in Section Il of both copies of RF-2 the 
serial numbers of oll suspended cases. lace all suspended 
cases on top of the lot and sign and enter the date in the 
spaces provided therefor in Section Tiliof RF-2a wreicace the 
lot. 


instructions for Release of County Block. 


The clerk designated by the person in charge shall assemble 
all suspended cases in the county block and shall prepare RF-3 
in triplicate. In preparing such form, enter in the upper right-hand 


Si) We Se 


corner of RF-3 the priority block number and the State and county 
code. Enter in the Space following the words "Released to" the 
words "Entry Unit end Application Clearance Unit" end enter the 
dete in the space provided therefor, Enter in column (a2) the lot 
numbers and enter in column (b) the total number of forms NCR+12 
end NCR-15 released to the fntry Unit in each lot of such county 
block, Hnter in column (c) the total number of forms NCR-12 and 
NCR-15 released to the Application Clearance Unit. Enter in 
columns (d) to (h), inclusive, the serial numbers of all suspended 
cases, Prepare and attach RF-4 to each RF-~6 in the lot and place 
them with the other suspended cases in the lot. 


Release the county block of a.proved forms NCR-12 and NCR-15 
to the Entry Unit with a copy of RF-3, Release the suspended 
cases to the Application Clearence Unit with a copy of RE-3, The 
Original RF-3 after being signed by the persons designated in the 
Entry Unit and Application Clearance Unit, shall be forwarded, 
together with the first copy of each RF~2 for such county block, 
to the record clerk in the Receiving and Files Unit. 
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The personnel of the Entry Unit shall consist of. entry clerks 
and review clerks. Entry clerks and review clerks shall use lead 
pencil. Instructions relative to entry work in connection with 
NCR-17 are contained in NOR-20a. 


Upon receipt of a county block from the Hxamination Unit, 
applications shall be assigned to entry clerks by lots. When a lot 
is completed by an entry clerk, it shall be assigned to a review 
clerk. 


The entry work in connection with forms NCR-12 in a lot should 
be completed before entry work is commenced in connection with forms 
NCH-15 in such lot. 


The entries on forms NCR-14 and NCR-16 must be made so as to 
result in clear and legible entries on the copies of such forms as 
well as on the originals thereof. 


Ie Instructions to Entry Clerks - Preparation of NOR-14. 


1. Prepare an NCR-14 for each NCR-12 in the lot. Inter 
in the spaces provided therefor in the upper right- 
hand corner of such NOR~14 the State and county code 
and serial number of such NCR-12, the applicant's 
name, and the county rate for such county, which 
rate is contained in NCR-B-3. 


Enter above the title "Computation Sheet for One 
Farm'' of NCR-14 the work sheet number shown in Section 
I of NCR-l2 and circle such entry. 


N 
fd 


3» If the name of a type of tobacco appears in the 
heading of column (a) of NCR-12, enter such name in 
the blank space in the heading of column (a) of NCR-14. 


4. If the word "cotton" has been stricken from the head- 
ing of column (bd) of NCR-12 and the name of a type of 
tobacco entered therein, strike the word "cotton! in 
the heading of column (b) of NCR-14 and enter the name 
of such type of tobacco therein. 


! 


Cee 


5, Transfer the entries in Section II of NGR-12 to NCR-14, 
as follows: 


Section Il 


a» transfer l(a) to l(a) 

Ds tt 1{b) " l(b) 

Ce " Gio) " 1(c) 

de Ht pea a) , 1(a) M 
ee “ 1(e) : 1(e) 

i N" 1(£) M 1(£) , 
g Hy Bla) i 3(a) 

h " 2(b) M" 3(b) 

is " 2(c) " 3(c) 

js : ag) i 3(d) 

ke Bele) i 3(e) 

ie "  3(a) T 10(a) 

ine > 2 BOBS " 10(b) 

mm " 3(c) M" 10(¢) 

O« u 3 (a) i 10 (4) 

pe i 3(e) , 10(e) 

de " 3(f) q 10(f) 

= n a(f) 6(£) 1 
Ss i eee i 16(f) Pi 
oe MN 6(f) " space following word 


"plus" in line <2 


ee " all entries 
vy dae “7 to line 23 
Vg ul Alb entries 


Tieden Go. " line 24 


-3- 


In transferring the entries from lines 7 and 8 of Sec- 
tion II or NCR-12 to lines 23 and 24 of NCR-14, transfer 
the first entry in line 7 and the first entry in line S 
of Section II of NCR-12 to the first space in line 2) 
and the first space in line 24 of NCR-14, respectively; 
then transfer the entries in the second space of lines / 
and & of Section II of NCR-12 to the second space of 
lines 23 and 24 of NCR-14, respectively. Proceed like- 
wise in the transfer of any other such entries. If the 
soil building practice number "(m)" appears in line / 

of NCR-lL2, such number should be followed by a figure 
representing the number of feet of terracing completed 
onthe farm. Transfer the practice number and the 
number of feet to line 23 of NOR-14 and transfer the 
acreage figure for such practice to line 24 of woR-14. 


w. Transfer 9(f) of NGR-12 to 30 (f) of WCR-14. 


x. Enter in the appropriate column of line 25 of NCR-14 
the rate of payment per acre for the soil building 
practice shown in each such column of line 23 of 
NCR-LU. The rate of payment per acre for each soil 
building practice will be found in NCR-B-e, Revised, as 
amended. 


II. Instructions to Entry Clerks — Preparation of NCR-16. 


1. Prepare NCR-16 for each NCR-15 in the lot. NCR-16 con- 
sists of eight parts: 


Part I -------- Crops in the General Soil Depleting 
Base. 

Part II ------ - Tobacco 

Part III ------- Cotton. 

Part IV ------- Sugar Beets. 

Parte -=«} - - - }a4 Flax. 

Part VI ------- Deduction for Failure to Meet 
Minimum. 

Pee ies a Soil Building Payment. 

Fart VIII - -=---- Grand Summary. 


Use as many parts as are necessary to reflect the data shown 

on NCR-15. If there is an entry in either l(e) or 3(e) in any 
block of NCR-15, use Part I of NCR-16. If there is an entry in 
either l(a) or 3(a) of any block of WOR-15, use Part II of NCR- 
16. When Part II of NCR-16 is used, enter in the space pro- 
vided therefor the name of the type ef tobacco. If the names of 
more than one type of tobacco are entered on NOR-15, use a 
separate sheet of Part II for each type. If there is an entry 
for cotton in either 1(b) or 3(b) of any block of NCR-15, use 


tke: 


Part III of NCR-1L6. If there is an entry in either l(c) or 
3(c) of any block of NCR-15, use Part IV of NCR-16. If there 
is an entry in either 1(d) or 3(d)-of any block of NCR-15, 

use Part V of NOR-16. Part VI and Part VIII of NCR-16 will 

be used in every case where there is an NCR-15. Part VII 

will be used if an entry appears in any space in line 7 of any 
block of NOR-15. When Part II of NCR-16 is used, strike the 
words "Part III Cotton" in the heading of such part, and strike 
the words "or Part III" in the box heading of column (0). 
Similarly, if Part III is used, strike any reference to Part II 
and any reference to tobacco; if Part IV is used, strike any 
reference to Part V and any reference to flax; and if Part V s 
is used, strike any reference to Part IV and any reference to 
sugar beets. 


Enter the State and county code and serial number and the ap~ 

plicant's name in the spaces provided therefor on each page and 
part of NCR-16. Enter, in the space provided therefor in Part I 
of NCR=1L60 ithe county rate for such county contained in NCR-B-3}. 


For application farms, (see definition, page 2) transfer the 
entries from column (e) of the block of NCR-15 for each such 
farm to consecutive lines of Part I of NCR-16. Leave a blank 
line for sub-totals immediately following the last of such 
entries. In the next line, write the words "non-application 
farms" (see definition, page 2’ and enter immédiately below 
such words the data for non-application farms in a manner 
similar to that for application farms. In the same manner, 
transfer entries for application and non-application farms 
from columns (a), (b), (c), and (ad) of each block of 

NCR-15, to Parte Ii, Tice Vbend Ve eeepectively, oF 
NCR-16. Transfer the entries from each block of NCR-15 

to the appropriate line of Fart I of NCR-16, as follows: 


WOR-15 NCR-16 
Bach Block 7 Part I 
a. transfer block number to colwnn (a) 
De 4 work sheet number " M" (bd) « 
C. tt 1(e) uf Mt (h) 
d t! 7 ( e) " it ( c) % 
e i 3(e) i " (4) é 
f 1 o(f) '" i (e) 


Transfer the entries from each block of NCR-15 to the ap- 
propriate line of Part II of NCR-16, as follows: 


NCR-15 NCR-16 

Each Block . Part. 2) 
a. transfer block number to column (a) 
ae " work sheet number it (bd) 
Ce {! l(a) Mt 1 (zg) 
a. Mf e(a) i" It (c) 
ome i 5(a) i" i (h) 


~5 - 


Transfer the entries from each block of NCR-15 to the ap- 
propriate line of Part III of NOR-16, as follows: | 


NCR-15 NCR-16 
Bach Block Part IIT 
a. transfer block number to column (a) 
Be " work sheet number " H (bd) 
ro i l(b) " " (2) 
d. " 2(b) " " (c) 
e; tt 3(dv) " " (nh) 
f, 1! 9(f) " " (e) 


Transfer the entries from each block of NCR-15 to Part 
IV of NCR-16, as follows: 


NCR-15 NCR-16 

Each Block Part IV 
a. transfer block number to column (a) 
a " work sheet number f" i (b) 
C. tt l(c) " " (g) 
an tt e(c) 1 " (c) 
et " 3(c) " " (i) 
aF Mf 9(f) " " (e) 


Transfer the entries from each block of NCR-15 to Part V 
of NCR-16, as follows: 


NOR-15 NCR-16 

Bach Block Part. V. 
a. transfer block number to column (a) 
te " work sheet number " " (b) 
Ce t! La) i tt (g) 
ad. i 2(d) 1] i (c) 
Ee tf %(d) ih ' (i) 
f. " 9(f) 1" " (e) 


Transfer the entries for all application farms on NOR-15 

to Fart VI of NCR-16. Do not transfer any entries for 
non-application farms to Part Vi. Correct the heading of 
column (j) so that it reads "(e) x.25" instead of "(c) x.25". 
Proceed as follows: 


NCR-15 WCR-16 

Each Block Part VI 
a. transfer block number to column (a) 
b. " work sheet number i" " (bv) 
Cc. " l(a) " " (c) 


Ba se 

NCR-15 nan NCR-16 
Hach Block Part VI 
d. Transfer 1(b) to column (4d) 
e tt 1(c) It i! (e) 
f '" 1(4) " tt (f) 
g "! l(e) 1 1! (2) 
h '" 5(f) i i! (n) 
Sle " 9(f) " " (0) 


9. Transfer the entries for application farms on NCR-15 to 
Part VII of NCR-16. Do not transfer any entries for non- 
application farms to Part VII. In entering practice numbers, 
enter all practice numbers for the first farm, one under the 
other, before proceeding to the practice numbers for the 
second farm. If the soil building practice number "(m)" 
appears in line 7 in any block of NCR-15, such number should 
be followed by a figure representing the number of feet of 
terracing completed on the farm. Transfer the practice 
number andthe number of feet to the appropriate line in 
column (h) of Fart VII of NCR-16, and transfer the acreage 
figure for such practice to the appropriate line of column 
(k) of Part VII of NCR-16. Proceed as follows: 


NCR-15 NCR-16 

Bach Block Part VII 
a. Transfer block number to column (a) 
be " work sheet number " " (db) 
C. " line 7, all entries " " (h), in the 

. in order same order 
d. i" line 8, all entries " i" Cr) y ah tae 

in order same order 

a, t! 5(f) " " (c) 
f, i 6(f) 1! " (d) 
= " 9(f) " " (ft) 


h. After all entries for application farms are made in 
Part VII of NCR-16, enter in column (i) of Part VII the 
rate of payment per acre shown in NOR-B-e, Revised, as 4 
amended, for each practice, the number of which is en- 
tered in column (h), 


10. After all entry work has been completed in connection 
with all forms NOR-le and NCR-15 in the lot, sign and 
enter the date in the space provided therefor in Section 
III of RF-e and release the lot. 


III. Instructions to Review Clerks. 


1. Determine that the correct computation forms have been 
prepared for all forms NCR-le and NCR-15 in the lot. 


Ce 


-~ [- 


Verify the entry work on all forms NCR-14 and NCR-16 in 
the lot, following the instructions to the entry clerk 
contained herein. Use the copy of NCR-14 or NGR-16 in 
verifying the entry work, in order that poor carbon im- 
pressions may be detected and made legible. If an error 
was made in transferring any entry from NCR-l2 to NCR-14, 
or from NCR-15 to NOR-16, note such error and refer the 
case to the person in charge, who will make the correction. 
Check all entries on all forms NCR-14 and NCR-16 in the 
lot before referring such notations of errors to the 
person in charge for correction. 


After all review work has been completed, sign and enter 
the date in the space provided therefor in Section III 
of RF-e and release the lot. 


Instructions for Release of County Block. 


After all entry and review work has been completed on 
all lots in the county block, prepare RF-%3 in duplicate. 
Enter in the upper right~hand corner of RF-3 the 
priority block number and the State and county code. 
Enter in the space following the words "Released to!! 
the words "Computation Unit" and enter the date in the 
space provided therefor. Enter in column (a) the lot 
numbers and in column (b) the total number of forms 
NCR-le and NCR-15 in each lot of such county block. 
Release the county block and both copies of RF-3 to 

the Computation Unit. The original RF-3 will be signed 
by the person designated in the Computation Unit and 
will be forwarded to the record clerk in the Receiving 
and Files Unit. The copy of RF-3 will be retained in 
the Computation Unit. 
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NCR-20, Revised Issued November 7, 1936 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


NORTH CENTRAL DIVISION fOTE 

iy ASp ny 

PART V_~ COMPUTATION UNIT. \. LU 
Ree 


(Operation No. 5) 


The personnel of the Computation Unit shall consist of com- 
puting clerks and review clerks. Computing clerks and review clerks 
shall use lead pencil. Review clerks shall use ink in making entries 
and signing in the spaces provided therefor in the "Certificate of 
Administrative Officer" on forms NCR-12 and NCR-15. 


Except as otherwise provided herein, wherever a computation 
results in a negative number, enter zero, and not the negative number. 
For example, if 67.50 is to be subtracted from 46.50 enter a zero and 
not the negative number (-21.00). 


All computations relative to acres, yields, percentages and 
amounts of money shall be carried to three decimal places and rounded 
to two decimal places. If a computation results in a number which 
contains more than three decimal places, disregard all figures beyond 
the third decimal place. In rounding numbers to two decimal places, 
fractions amounting to five thousandths (0.005) or less shall be 
dropped and fractions amounting to six thousandths (0.006) or more 
shall be considered as a hundredth of a unit. For example, if the 
result of.a computation is: 


(a) 8.4766, disregard the figure in the fourth decimal place 
(6) and enter 8.ug: 


(b) 8.4759, disregard the figure in the fourth decimal place 
(9) and enter 8.47. 


All computations relative to ratios shall be carried to five 
decimal places and rounded to four decimal places. If a computation 
results in a number which contains more than five decimal places, digs 


regard all figures beyond the fifth decimal place. In rounding numbers 
to four decimal places, fractions amounting to five hundred-thousandths 


(0.00005) or less shall be dropped and fractions amounting to six 
hundred-thousandths (0.00006) or more shall be considered as a ten- 
thousandth of a unit. For example, if the result of a Computation is: 


(a) 0.697682, disregard the figure in the sixth decimal 
place (2) and enter 0.6977; 


(b) 0.687655, disregard the figure in the sixth decimal 
place (5) and enter 0.6876. 


Ti meee 


SEN tes 


The person in charge will be responsible for the maintenance 
of a constant flow of work. Whenever possible, the person in charge 
should assign a separate lot to each computing clerk. 


Computations will be performed and entered on NCR-14 or 
NCR-16, whichever is applicable. Perform all computing operations 
for all forms NCR-14 in the lot, and then perform computing operations 
for all forms NCR-16 in the lot. If there are any forms NCR-18 in the 
lot, perform computing operations on such forms NCR-18 in accordance 
with the instructions contained in NCR-20a before performing any computing 
operations on forms NCR-14 and NCR-16 in the lot. 


I. Instructions to Computing Clerks for Making Computations on NwoR-14. 
1. Make the computations in column (e) through line 21. Pro- 
ceed next to maxe the computations through line 21 in column 
(a), column (>), column (c), and column (da), respectively. 
Then make the computations in line 26, except in column (f), 
and, lastly, make the computations in column (f). 
e- Computations for Column (e) - General. 
a. ¢e(e) shall be obtained by multiplying 1(e) by 0.15. 
b. U(e) shall be obtained by multiplying 3(e) by the county 
rate entered in the space provided therefor at the top of 
the sheet immediately under the applicant's name. 


ec. 5(e) shall be obtained by multiplying 2(e) by Ue). 


d.. 6(e) shall be obtained by subtracting from 6(f) the sum 
of the entries in 1(a), 1(b),-1{c), and 1(da). 


es Enter in 15(e) the entry in 2(e). 


Hy 
e 


Determine whether l(e) is equal to, greater or less 
than 6(e). 


24. <i 


(1) If l(e) is equal to or greater than 6(e) 


(a) Enter "xxx! in 7(e), 8(e), 9(e) and 12(e) 


(b) If 1(e) is greater than 10(e) 


(a-l) 11(e) shall be obtained by subtracting 
from l(e) the entry in 10(e). 


(a-2) 13(e) shall be obtained by multiplying 
ive) bya ta (ely | 


Bath 


(a-3) Enter in ll(e) the smaller of Ble) or 13(e). 
(a-4) Enter a zero in 20(e) and 21(e). 

(c) If 1l(e) is equal to or less than 10(e) 
(a-l) Enter a zero in ll(e), 13(e), and 14(e). 


(n-2) 20(e) shall be obtained by subtracting 
from 10(e) the entry in l(e). 


(a-3) @1(e) shall be obtained by multiplying 
Hts by 20te). 


(2) If l(e) is less than 6(e). 
(a) Enter in 7(e) the entry in 6(e). 


(b) 8(e) shall be obtained by multiplying 1(e) 
by -O..85 


(a-1) If &(e) is equal to or greater than 10(e), 


(b-1) Enter "xxx! in 9(e), ll(e), 12¢e), 
and 13(e). 


(b-2) nter in 14(e) the entry in 5(e). 


(b-3) Enter a zero in 20(e) and Pile), 
and 
(a-2) If 8(e) is less than 10(e)/ 7(e) is greater 
than LOCe), 


tata. 


B 


iia 


(b-1) 9(e) shall be obtained by subtracting 
from 7(e) the entry in 8(e). 


(b-2) 11(e) shall be obtained by subtracting 
from 7(e) the entry in 10(e). 


(b-3) 12(e) shall be obtained py dividing 
life) by 9(e). 


(b-4) 13(e) shall ve obtained by multiplying 
5(e) by 12(e). 


(b-5) Enter in 14(e) the entry in 13(e). 
(b-6) Enter a zero in 20(e) and 21 8hs 


(a-3) If 8(e) is less than 10(e) ana 7(e) is less 
than 10(e), 


(b-1) Enter "xxx" in 9(e), ll(e), le(e) and 
Le). 


Wee pide 


(b-2) Enter a zero in 14(e). 


(b~3) 20(e) shall be obtained by subtracting 
from 10(e) the entry in 7(e). 


(b-4) 21(e) shall be obtained by multiplying 
Ute) by 20(e). 


(al) If 7lehtis.coual to 1OCe}, 


(bol). Bntere'!xzx" in 9(e), life), Le(e). 
and 13le). 


(b-2) Enter a zero in 1¥(e), 20(e), and 2l(e). 
3. Computations for. Columns(a) py »Tobages. 
a. 2(a) shall be obtained by multiplying l(a) by 0.30. 
b. 4a) shall be obtained by multiplying 3(a) by, 
(1) 0.05 if column (a) is headed "Burley"; 
(2) 0.035 if column (a) is headed "Dark air-cured"; 
(3) .0.03 if colum (a) is headed "Cigar Leaf": 
(U). 9.03. 4f column.(a) as headed "Bastern Ohio Export". 
c. 5(a) shall be obtained by multiplying 2(a) by Ua). 


d. Determine whether 1(a) is equal to, greater, or less than 
Lote is. 


fl} If lta) is greater than 1003) 


(a) ll(a) shall be obtained by subtracting from l(a) 
the entry in 10(a), 


(c) Enter in l4(a) the smaller of 5(a) or 13(a). 
(d) 15(a) shall be obtained by multiplying l(a) by 0.20. 
(e) Enter a zero in 20(a) and 21(a). 
(2). If l(a) is equals tos ory less than 10(a), 
(a) Enter a zero in li{a), 13(a), and iva). 


(b) 15(a) shall be obtained by multivlving 1(a) by 0.20. 


Ly, 


eae 


(c) 20(a) shall be obtained by subtracting from 10(a) 


the entry in 1(a). 


(d) 21(a) shall be obtained by multiplying 4(a) by 20(a). 


If the word "Cotton" has been stricken from the box 


heading of column (b) and the name of a type of tobacco 
hau been substituted therefor, repeat for column (b) the 
computations set forth for column (a). 


Computations for Column (b) - Cotton. 


a. 


5. 


2(b) shall be obtained by multiplying 1(b) by 0.35 unless 
1(b) is 5.7 or less, in which case enter 2.0 or 1(»d), 
whichever is smaller. 


l(b) shall be obtained by multiplying 3(b) by 0.05. 


5(b) shall be obtained by multiplying 2(b). by Hb). 


Determine whether 1(b) is equal to, greater, or less than 10(b). 


(1) 9f 105) 4s "ereater than 10(d) 


(a) 


(d) 


(e) 


11(b) shall be obtained by subtracting from 1(b) the 
entry in 10(b). 


13(b) shall be obtained by multiplying 4(b) by 11(d) 
Enter in 14(b) the smaller of 5(b) or 13(»). 
15(b) shall be obtained by multiplying 1(b) by 0.20. 


Enter a zero in 20(b) and 21(b). 


(2) If 1(b) is equal to or less than 10(b) 


(d) 


Enter a zero in 11(b), 13(b), and 14(d). 
15(b) shall be obtained by multiplying 1(b) by 0.20. 


20(b) shall be obtained by subtracting from 10(b) 
fhe-entry in ib). 


21(b) shall be obtained by multiplying 4(b) by 20(b). 


Computations for Column (c) - Sugar Beets. 


a MYCE) 
ele 
(2) 


shall be obtained by multiplying 3(c) by, 
for Illinois - 0.374 


for Indiana - 0.375 


(3) for Iowa ~ 0.360 


(4) for Michigan - 0.385 « 


(5) for Minnesota - 0.381 


(6) for Nebraska — 0.362 


({) oxen o aes 1 


(8) for South Dakota ~ 0.392 


(9) for Wisconsin - 0.374 


13) 
Enter 
15(¢) 


20(c) 
entry 


2l(c) 
L4Ce) 


shall be obtained by multiplying CC) oy Cy, 
in 14(c) the entry in Lin Goes 
shall be obtained by multiplying l(c) by 0.25. 


shall be obtained by subtracting from 10(¢c) the 
Li kd Cie 


shall be obtained by multiplying 4(e) by 20(c). 
is the rate per acre shown in line of the column 


with the box heading "General 7. 


Computations for Column (d) -~ Flax. 


a. 


Ds 


Ce. 


d. 


4(d) shall be obtained by multiplying 3(d) by 0.20. 


13(d) 
Enter 
15(d) 


20( 4) 
enue 


21(d) 
C4(e) 


shall be obtained by multiplying 1(d) by (a). 
in 14(d) the entry in 160d 5 
shall be obtained by multiplying Oa) Dye0.20., 


shall be obtained by subtracting from 10(d) the 
a ae 


shall be obtained by multiplying 4(e) by eCOUd). 
is the rate per acre shown in line 4 of the column 


With the box heading "General |, 


Computations £Or SOL. Building Practices, 


a. 


The entry im line 26 for each practice number in line 23 


Shall be obtained by multiplying the entry in line 24 by 


ep 


‘the entry in the corresponding column in line 25, unless 
the practice number is "(m)", in which cage enter in line 
“6 the smaller of the amounts obtained by 


(1) Multiplying the number of acres in line 24 by the 
rate per acre in line 25, and 


(2) Multiplying the number of feet shown to the right of 
the practice number in line 23 by $0.004, 


3e Computations for Column (f) - Total. 


Qe 


De 


Ceo 


d. 


Ce 


ise 


foe 


he 


i. 


Enter "xxx" in 13(f). 


14(f) shall be obtained by adding 14(a), 14(b), 14(c), 
14(d), and 14(e). 

15(£) shall be obtained by adding 15(a), 15(b), 15(c), 
15(a4), and 15(e). 


17(f) shall be obtained by subtracting from 15(f) the 
entry in 16(f). 


18(f) shall be obtained by multiplying 17(f) by 1.5 and 

then multiplying the product by 4(e). [4(e) is the rate per 
acre shown in line 4 of the column with the box heading 
"General". ] 


19(f) shall be obtained by subtracting from 14(f) the 
entry in 18(f). 


21(f) shall be obtained by adding 21(a), 21(b), ell aye 
l(a}? enaeerce yy 


22(f) shall be obtained by adding 16(f) and the entry shown 
in the space following the word "plus" in line 22 and 
multiplying such sum by one dollar ($1.00). 


1. If the product is less than $10.00 enter $19.00 
tn BSCE); 


26(f) shall be obtained by adding the entries in line 26 
for each of the several practices. 


Enter in 27(f) the smaller of 22(f) or 26(f). 
28(f) shall be obtained by adding 19(f) and 27(f). 
29(f) shall be obtained by subtracting from 28(f) the 


entry in 21(f). If the result obtained is zero or less 
prepare and attach RF-4 to such "No Payment" NGR-12 


en aie 


and do not perform any of the computations hereinafter 
outlined in paragraphs m. n, 0. p. and q. of this Section I. 


31(f) shall be obtained by multiplying 29(f) by 30(f). 
Make no entry aim, Sect). 
33(f) shall be obtained by multiplying 31(f) by 90 percent 


Enter to the left of 32(f) the figure obtained by 
multiplying 27(f) by 30(f). 


Enter to the left of 31(f) the figure obtained by 
subtracting from 31(f) the entry to the left of 32(f). 
If the result of such subtraction is a negative number, 
enter such negative number preceded by a minus sign and 
circle such entry. 


II. Instructions for Meking Computations on Form NOR-16. 


Except as otherwise provided in this Section II of Part V, the 
figures involved in any computation shall be taken from the same line as 
that for which the computation is being made. - 


l. 


Part I of NGR-16. Crops in General Soil Depleting Base. 


Qe 


de 


hy 


Column (d) ghall be obtained by multiplying column (c) 

by the county rate entered in the space provided therefor 
at the top of the sheet immediately below the applicant's 
name. 


Column (f) shall be obtained by multiplying column (d) by 
column (e). 


Column (g) shall be obtained by subtracting from the 
entry in 4(f) in the appropriate block of NCR-15, the 
sum of the entries in l(a), 1(»b), l(c), and 1(d) in such 
block of NCR-15. Complete all entries in column (g) be- 
fore making other computations. 


Column (i) shall be obtained by multiplying column (h) by 
OeeD. 


Column (k) shall be obtained by multiplying column (f) by 
column (¢). 


Column (1) shall be obtained by multiplying column (f) by 
column (h). 


Column (m) shall be obtained by multiplying column (f) by 
coum C1 )s 


Column (n) shall be obtained by multiplying colum (f) by 
column (3). 


& 


ks 


° 
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Column (0) shall be obtained by subtracting from column (1) 
the entry in column (m). 


a the entries for application farms in colums (k), (1), 
(m), (n), and (0), and insert the subtotal for each of these 
columns immediately below the last figures for epplication 
fams. Obtain the subtotals for the sane columns for non- 
application farms. Enter such subtotals below the last 
figures for non-application farms. If NCR-16, Part I, does 
not contain a sufficient number of lines to jist all ap- 
plication farms for any applicant and it is necessary to 
use more than one sheet, obtain the subtotals in columns 
(zk), (1), (m), (nm), and (0) for the first sheet and place 
such subtotals in the appropriate columns on the last line 
of the first sheet and on the first line of the second 
sheet. Proceed in a similar manner if additional sheets 
are needed for application.farms. If, after all application 
farms have been listed, additional sheets are necessary for 
non-application farms, obtain and carry forward subtotals 
for non-application farms in the same manner, using care to 
keep subtotals for a spp i Ge lon farms and non-application 
Tamms separate. 


Make the entries and computations in column (p) as follows: 


(1) Enter in item 1 the larger of the subtotals of column 
(k) or colwan (1); 


(2) Enter in item 2 the subtotal of colum (n) for applica- 
tion farms. 


(a) If item 2 is equal to item 1, 
(n-1) Enter "xxx" in items 3,.4, 5, 6, 7 and B. 


(a-2) Enter a zero in items 9 and 10. 


(3) Determine whether the subtotal of colum (1) is equal 


to, greater or less than the subtotal of colwm (k). 


(a) If the subtotal of column (1) is equal to or 
greater than the subtotal of columa (x), 


(a-1) Enter "xxx" in itens 3, 5, 6, and 8, 


(a-2) Item 4 shall be obtained by subtracting 
from item 1 the entry in item 2. 


(b-1) If the result obtained is zero or less, 


(c-1) Enter "xxx" in item 7. 


ee eee 


(¢-2) Enter a zero in items 4 and 9. 


(c-3) Item 10 shall be obt&ined by subtract- 
ing from item 2 the entry in item l. 


(p-2) If the result obtained is greater then 


ZELrO 


(c-1) Enter the difference in item 4. 


(c-2) Enter in item 7 the subtotal of column Cones 


(c-3) Enter in item 9 the smaller of item 4 or 


iene’ 


e 


(c-4) Enter a zero in item 10. 


(b) If the subtotal of column (1) is less than the 
subtotal of column (k), 


(a-1) Enter in item 3 the subtotal of column (m). 


(b-1) If item 2 is equal to or less than item 3, 


(c-1) 2nter 
Se Enter 
(e-3) Enter 


(b-2) If item 
greater 


(c-1) Enter 


(c+2) Enter 


'xxxl't in items 4, 5, 6, 7 and 8. 


in item 9 the subtotal of column (0) 


& zero in 


2 tem) LU 


2 is greater than item 3, and also 
than item l, 


Nxxx't in items 4, 5, 6, 7 and 8, 


a zero in item 9. 


(c-3) Item 10 shall be obtained by subtracting 
from item 2 the entry in item l, 


(b~3} If item 2’ is greater than item 3 but less 


than i 


(cml). Item 
from 


(c-2) Item 
frem 


(ce-3) Item 


tem 1, 


4 shall be 
item 1 the 


5 shall be 
item 1 the 


6 shall be 


obtained by subtracting 
entry in item 2, 


obtained by subtracting 
entry in item 4. 


obtained by dividing 


item 4 by item 5. 


+ 


— ae 
(c-4) Enter in item 7 the subtotal of column (). 


(c-5) Item 8 shall be obtained by multiplying 
item § by item 7. 


(c-6) Enter in item 9 the entry in item 8. 
-(e-7) Enter a zero in item 10. 


(4) Enter in item 11 the larger of the subtotals of column (k) 
or column (1) for non-applicatien farms. 


(5) Enter in item 12 the subtotal of column (n) for non~appli- 
cation farms. 


(6) Item 13 shall be obtained by subtracting from item 12 the 
entry in item ll, If the result obtained is zero or less, 
enter a zero, 


ae *Particll. «Tobacco. 


Qe 


De 


Column (d) shall be obtained by multiplying column (c) by: 

(1) 0.65, if the name of the type of tobacco is "Burley"; 

(2) 9.035, if the name ef the type of tobacco is "Dark Aiméacd! 
(3) 0.03, if the name of the type of tobacco is "Cigar Leaf". 


(4) 0.03, if the name of the type of tobacco is "astern 
Ohiot Export". 


Column (f) shall be obtained by multiplying column (d) by 
column (e). 


Column (i) shall be obtained by multiplying column (g) by 
0.50, 


Column (j) shall be ottained by multiplying oslumn (f) by 
column (7). 


Column (k) shall be obtained by multiplying column (f) by 
column (h). 


Calumn (1) shall be obtained by multiplying column (f) by 
ermlumn (i). 


Column (m) shall be obtained by subtracting from column (3) 
the entry in column (k). 


h. 


je 


. 28 


Column (n) shall be obtained by subtracting from column (k) 
the entry in column (j).:-. 


(For each line either colum (m) or column (n) will be zero), 


Obtain a separate subtotal for application farms and a sep- 


- arate subtotal for non-application farms for colums CG, 


(ar and’'(n).)) If more) than'lone sheet of NCR-16, Part II, is 
needed, subtotals for application and non-application farms 
should be handled inthe same manner as outlined for Part I. 


Make theentries and computations in column (0) as follows: 


(1) Enter in item 1 the subtotal of column (m) for appli- 
eation farms. 


(2) Enter in item 2 the subtotal of column (n) for applica- 
tion farms. 


(3) Determine whether item 2 is equal to, greater or 
less than item l. 


(a) If item 2 is equal to item 2 

(a-1) Enter "xxx! in item 4. 

(a-2) Enter a gero in iteme 3) 2, and 6s 
(bo) If item.2 45 Jess then ten 1 


(a-1) Item 3 shall be obtained by subtracting 
fron item 1 the entry in item 2. 


(a-2) Enter in item 4 the subtotal of column 
(1) for application farnis. 


(a+3) Enter in item 5 the smaller of iten 3 
or item 4, 


(a-4) Enter a zero in item 6. 

(c) ‘If item 2 is greater than item 1 
(a-1) Enter "xxx" in item 4. 
(a-2) Enter a zero in items 3 and 5. 


(a-3) Item 6 shall be obtained by subtracting 
from item 2 the entry in item 1. 


AJ 


Be 


(4) 


(5) 


(6) 


a oan 


inter in item 7 the subtotal of column (m) for 


non-application farms. 


Enter in item 8 the subtotal of column (n) for 


non-applicatioy farms. 


Item 9 shall be obtained by 
item 8 the entry in item 7. 


subtracting from 
If the result 


obtained is zero or less enter zero. 


Part FII. Cotton. 


Column (d) shall be obtained 
column (c) by 0.05. 


Column (f) shall be obtained 
column (d) by column (e). 


Column (i) shall be obtained 


by multiplying 


by multiplying 


by multiplying 


i 
column (g) by 0.35, unless column (g) is 5.7 
or less, in which case column (i) shall de 
2.0 or column (g) whichever is smaller. 


Column (j) shall be obtained 
column (f) by column (g). 


Column (k) shall be obtained 
column (f) by column (h). 


Column (1) shall be obtained 
column (f) by column (i). 


Column (m) shall be obtained 
from colum (j) the entry in 


Column (n) shall be obtained 
from column (k) the entry in 
(For each line either column 
will be zero). 


by maltiplying 


by multiplying 


by multiplying 


by subtracting 
column (k). 


by subtracting 
column (j). 
(m) or column (n) 


i. Obtain a separate subtetal for application farms 
and @ separate subtotal for non-application farms 
for columns (1), (m), and (n). If more than 
one sheet of NCR-16, Part III is needed subtotals 
for application and non-application farms should 
be handled in the same manner as outlined for 
Part I of NOR-J6. 


os) ae 


j. Make the entries and computations in column (0) as 


follows; 
(1) Enter in item 1 the subtotal of column (nm) ear 
application farms. 
(2) nter in item 2 the subtotal of column (nj) for 
application farms. 
(3) Determine whether item 2 is equal to, greater, or 
less than item l. 
(a) If item 2 is equal to item 1 
(a-1).-Enter, 'xxx" in) item™4, 
(a2) Enter a zero in items G, 5, and 6. 
(bo) If item 2 is less than item 1 
(ea-1) Item. 3 shall be obtained by subtracting 
from item 1 the entry in item ec. 
(a-2) Enter in item 4 the subtotal of colum 
(1) for application farms. 
(a-3) Enter in item 5 the smaller of item 3 
or item 4, 
(a-4) Enter a zero in item 6, 
(c) If item 2 is greater than item 1 
(a-1) Enter "xxx! in item 4. 
(a-2) Enter a zero in items 3 and 5. 
(a-3) Item 6 shall be obtained by subtracting 
from item 2 the entry in item 1. 
(4) Enter in item 7 the subtotal of column (m) for 
non-application farms, 
(5) Enter in item 8 the subtotal of column (n) for 
non-application farms. 
(6) Item 9 shall be obtained by subtracting from 


item 8 the entry in item 7. If the result obtained 
is zero or less enter zero. 


4. 


rie NS) one 


art IV. Sugar Beets. 


Ce 


ty 


Column (ad) shall be obtained by di Bonopanté column (c) by: 
(1) For Illinois; 0.374 

(3) For Indiens «<.0737 

(3) For Iowa —' 0,360 

(4) For Michigan — 0,385 

(5) For Minnesota - 0.481 

(6) For Nebraska - 0.362 

C7) Or Oh tours Oe ns t ek 

(8) For South Dekota — 0.392 

(9) For Wisconsin — 0,374 


Column (f) shell be obtained by multiplying column (4) 
by column (e). 


Column (h) shall be obtained by miltiplying column (f) 
by column (g). 


Column (j) shall be obtained by subtracting from column (i) 
the entry in column (g). : 


Column (k) shall be obtained by multiplying column (e) 
by column (j). 


Column (1) shall be obtained by multiplying column (k) 
by the rate per acre shown in column (d) of Part I for 


such farm, 


Obtain subtotals for application farms and separate sub- 
totals for non-application farms for columns (h) and GL). 


Make the entries in column (m) as follows: 


(1) Enter in item 1 the subtotal of column (nh) for applica- 
tion farms. 


(2) Enter in item 2 the subtotal of column (1) for applica- 
tion farms. 


(3) Enter in item 3 the subtotal of column (1) for non- 
application farms. 


Se 


Column (d) shall be 
by iCal 


Column (f) shall be 
by column (e). 


Column (h) shall be 
by column (g). 


Golumn (3) shall be 
the entry in column 


Column (k) shall be 
column (3). 


Column (1) shell be 


the rate per acre for such farm 
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obtained by multiplying column (c) 
obtained by multiplying column (4d) 
obtained by multiplying column (f) 
eye by subtracting from column (i) 
Bie 


obtained by multiplying column (e) by 


obtained by multiplying column (k) by 


Obtain subtotals for application farms and separate sub- 
totals for non-opplication farms for columns (h) and one 


Make the entries in 


column (m) as follows; 


(1) Enter in item 1 the subtotal of column (h) for eppli- 


cation farms, 


(2) Enter in item 2 the subtotal of column (1) for appli- 


Cation Larne, 


(3) Enter in item 3 the subtotal of column (1) for non- 
application farms. 


Co 


Column (h) shall be 
by 0.20. 


Column (i) shall be 
by Ose. 


Column (j) shall be 
iby -Oeeo. 


Column (k) shall be 
by 0.20. 


Column (1) shall be 
Dy Los 


obtained by multiplying column (c) 
obtained by multiplying column (4d) 
obtained by multiplying column (e) 
obtained by multiplying column (f) 


obtained by multiplying column (g) 


shown in column (d) of Part I. 


i} 


3 


. p72 


f,; Column (m) shall be obtained by adding the entries in 
columns (ayant bo) oacwend (1) x 
g. Column (p) shall be obtained by multiplying column (m) 
by column (0). 
h. Column (q) shall be obtained by multiplying column (n) by 
- column (0). 
i. Obtain totals for columns (p) and (q). 
j. Make the entries and computations in column (r) as follows; 
(1) Enter in item 1 the total of column (p). 
(2) Enter in item 2 the total of column (q). 
(3) Item 3 shall be obtained by subtracting from item 1 the 
entry in item c. 
(4) Enter in item 4 the largest of the entries in column (da) 
of Part I - Crops in the General Soil Depleting Base. 
(5) Item 5 shall be obtained by multiplying item 3 by item 4 
and then multiplying the product by 1.5. 
Part VII. Soil Building Payment. 
a. Column (e) shall be obtained by adding column (c) and 
column (ad), and multiplying the sum by one dollar ($1.00). 
[If the product obtained is less than $10.00 enter $10,00 
in column (e)]. 
b. Column (g) shall be obtained by multiplying column (e) by 
column (f). 
c. Colum (j) shall be obtained by multiplying column (f) by 
column (i). 
ad. Column (1) shall be obtained by multiplying column (j) by 
column (k), unless the practice number in column (h) for 
such line is "(m)", in which case enter in column (1) the 
smaller of the amounts obtained by; 
(1) miltiplying column (j) by column (k), or 
(2) multiplying the number of feet shown to the right of 
the practice number in column (h) by $0,004, and mul- 
tiplying the product by column (f). 
6. Obtain totals for columns (zg) and (1). 
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f, Make the entries in column (an) as follows: 
(1) Enter in item 1 the total»of:column (1). 
(2) Enter in item 2 the total of column (g), 
(3) are ~ item 3 the sauee of item:l1 or item 2, 
8. Part VIII. Grand Summary. 


&.' Make transfers from the'summaries of Parts I, IT, 1II, IV, 
VW, Vi, end Vil vo Part Vill, acer soqe, 


(1) Utem 9, Part I to item Ly Pert Vili. 
(2) Item 10, Part 1) to tem li, part vil7, 
(3) Item 13, part I ‘to item 17) part Vi1in 
(4) eftemed, Part li tomiteme2, Partevicis 
(5) Item 6, Part Il to item 12, Part VIII. 
(6) Item 9, Part II to item 18, Part VIIT. 
(7?) Item 5, Part ILI tomitemisyeeartaii7, 
08) WWtemv6p Part ait toeitemmns: Part WAU, 
(9) Item-9, Part II] to item 19, Part VIII. 
(10) Item 1, Part IV to item aoPart Vill: 
(11) Item 2, Part IV to item 14, Part VIII. 
(12) Item 3, Part IV to item 20, Part VIII. 
(13) Item 1, Part V to item 5, Part VIII. 
(14) Item 2, Part V to item 15, reas Wi Eh 
(15) Them o, Part ¥ toOsivem 2isw Pert aia iy 
(16) Item.5;o Parte tol itenwiperteor 
(17) Item 3, Part VII to litem’ 9,-Part VITr, 
b. If there is no computation sheet for eny part of NCR~16 
enter zero in Part VIII for all entries which would other- 


wise be made from such part of NGR-16, 


c, Item 6 shall be obtained by adding items 1, Gy Gy 4&7 ane. 


i ft 


Ill. 


1. 
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d. Item 8 shall be obtained ey subtracting from item 6 the 
entry in item 7, 


€. [tem 10 shall be obtained by adding item 8 and item 9. 


f, Item 16 shall be obtained by adding apemsiil , eS," 1S7s14 and 
Ale 


8 Item 2c shall be obtained by adding items 17, 18, 19, 20° 
and el. 


n. Item 23 shall be obtained by subtracting from item 10 the 
sum of items 16 and 22, If the result obtained is zero or 
less, prepare and attach RF-4 to such "No Payment" NCR-15 
and do not perform any of the computations hereinafter 
buvLlined in pareeraphs a., J.; and k. of this Séction IT, 


i. Make no entry in item 24, 


Je Item 25 shall be obtained by mater p lye item 23. by 90 
percent. 


k, Hnter in column (m) immediately to the left: of item 9 of 
Part VIII, the figure obtained by subtracting from item 
25, Part VIII the entry in item 9, Part VIII. If the 
result of such subtraction is a negative number, enter 
such negative number, preceded ty a minus sign, and circle 
such entry. 


Instructions to Review Clerks. 


Verify every computation made by the computing clerk, following 
the instructions outlined in Sections I and II of this procedure, 
Use the copy of NOR-14 or NCR-16 in verifying the computations 
made by the computing clerk in order that poor carbon impressions 
may be detected and made legible. If a computation is found to 
be incorrect, repeat the computation es make certain that the 
original aompate tion is incorrect, draw a line through the in- 
correct figure and enter the eauraas Lanes in the same space, 
If a large number of errors is found, refer the lot to -the per- 
son in charge, who may have all sheets recomputed if it is 
deemed advisa able. 


After all computations on NCR-14 heve been verified, execute 
that part of NCR-l2 headed "Certificate of Administrative Officer"! 
as follows: 


a. Transfer 33(f) of NCR-14 to the space following the words 
"Approved Payment to Applicant". 


tv. 


=a 


b. a«anter the date and sign in the space panne for the 
signature of the examiner. 


5. After all computations have been verified on NCR~16, execuse 
that part of NCR-15 headed "Certificate of Administrative Of- 
ficer", as follows; 


&. Transfer item 25 of Part VIII of NCR-16 to the space follow- 
ing the words "Approved Payment to Applicant." 


b. Hnter the date and sign in the space provided for the 
cas ca e of the examiner. 


4. After the "Certificate of Administrative Officer" has been comn-— 
pleted, initial the copies of all forms NCR-14 and NCR-16. 


5. Upon completion of the review work in connection with a Lot. 
place all suspended cases on top of the lot, sign and enter 
the date in the space provided therefor in bection Lid of 
RF-2 and release tne lot. 


After all computation and review work is completed on.all lots in 
a county block, and if there are no suspended cases in the county 
block, prepare RF~3 in duplicate, Enter in the upper right-hand 


corner of RF-3 the priority block number and the State and county 


code, Enter in the space following the words "Released to" the 

words "Payment Schedule Unit", and enter the date in the space 
provided therefor, Enter in colum (a) the lot numbers and in column 
(b) the total number of forms NOR-12 and NOR-15 in each lot of such 
county block. Release the county block and both copies of RF~3 to 
the Payment Schedule Unit. The original RF-3 will be signed by the 
person designated in the Payment Schedule Unit and shall be forwarded 
to the record clerk in the Receiving and Files Unit. ‘The copy of RF-3 
will be retained in the Payment Schedule Unit. If there are any 
Suspended cases in the county block they shall be released to the 
Application Clearance Unit, following the instructions in Section IV 
of Part III. Enter the serial numbers of such suspended cases in 
Section Il /of the original RRre2. 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION. DEG 


PART VI - PAYMENT SCHEDULE UNIT 
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a 
\ & (Operation No. 6) 
3 
The personnel of the Payment. Schedule Unit shall consist of typists, 
adding clerks, and review clerks. Review.clerks shall use red ink. Forms 
NCR-12 and NCR-15 shall be assigned to typists by lots. 
\ I. Instructions to Typists. 


1. Upon receipt of a lot, prepare forms ACP-13B and ACP-13A in 
septuple (original and four copies of ACP-13B and two copies 
of ACP-13A) for such lot. 


a. Enter in the space immediately following the word "State" 
the name of the State shown on RF-2. 


b. Enter in the space immediately following the word "County" 
the name of the county shown on RF-e2. 


c. Enter in the space immediately following the words 
"Administrative Number" the State and county code and 
lot number shown on RF-2. For example, if the State and 
county code shown on RF-2 is 48-25, and the number assigned 
to such lot is 37, the administrative number to be entered 
will be 48-25-87. 


d. Enter in the first space immediately following 
sf the words "Sheet No." the sheet number, beginning 
with, numbers], fom the; first, sheet ofa, lot.end 
numbering all sheets for such lot consecutively. 


e. Enter in column (a) the serial number shown on NCR-12 
or NCR-15. Do not enter the State and county code in 
column (a). 


f, Enter the name and address of the payee in column (b). 
The name of the payee to be entered in column (b) is to 
be typed in the same style as the applicant's signature 
unless a different style is designated by the examining 
clerk. In the latter case the examining clerk will have 
either securely attached to such NCR-12 or NCR-15 2 slip 
of paper designating thereon the payee's name as it is 
to appear on ACP-13B and ACP-13A, or will have indicated 
by brackets, [ ] that part of the payee's signature which 
is not to appear on ACP-13B and ACP-13A. Below the name 
of the payee in column (b) enter the address, names of 
town and State only, of such payee as show in Section I 
of such NCR-1le or NCR-15. 


ee 


g. Enter in column (c) of ACP-13B the net class I payment. 
Such figure for each NCR-12 is shown on NCR-14 immediately | 
to the left of 31 (f). Such figure for each NCR-15 is 
shown in Part VIII of NCR-16 immediately to the left of 
item 9. Make no entry in column (c) of ACGP-13A. 


h. Enter in column (d) of ACP-13B the class II payment. 
Such figure for each NCR-12 is shown on NCR-14 immediately 
to the left of 32 (f). Such figure for each NCR-15 is 
shown in item 9 of Part VIII of NCR=16. 


i, Enter in column (e) of ACP-13B and column (da) of ACP-134 
the amount. Such amount for each NCR-1l2 is the figure 
shown in 33 (f) of NCR-14. Such amount for each NCR-15 
is the figure shovmm in item 25 of Part VIII of NCR-16. 


j-« Make no entry in the last line of each sheet of ACP-13B — 
and ACP-134 for the lot at this time. 


Release the lot and the set of relnted forms ACP-13B and ACP-12A 
to the review clerk. The review clerk will rel@ase such forms 
ACP-13B and ACP-13A to the ndding clerk. The adding clerk, after 
obteining a totel of the entries in the column entitled "Amount", 
will return the lot and the related set of forms ACP-14B and 
ACP-134 to the typist. 


When a set of forms ACP-13B and ACP-13A is returned by the add- 
ing clerk, count the original sheets in each set and enter on 
ACP-13B and ACP-13A the total number of such sheets in the 
space immediately following the word "of" and preceding the 
word’ "Sheets. 


Enter on the last line of the last sheet in column (e) and 


column (ad) of ACP-13B and ACP-13A, respectively, the total of 
all entries in such columns for all sheets in the set. 


After a set of forms ACP-12B and ACP-13A have been completed, 
prepare form ACP-14 in quadruplicate (original on ACP-14 and 


three copies on ACP-l4a) for such set. 


& Enter in the second space in the upper right-hand corner 
immediately following the words, "Administrative No." the 
administrative number shown on ACP-13B and ACP-13A. 


.b. Enter in the first space in the upper central part in- 


mediately following the word "Office" the name of the 
office in which the form is being prepared. For example, 
if the form is being prepared in the State office in Ohio, 
enter the words "Ohio State Office". 


ce Enter in the second space in the upper central part immediate- 
ly following the words "Prepared at", the name of the city 
in which the form is being prepared. For example, if the 


> 
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form is being prepared in the State office in Ohio, 
enter the words "Columbus, Ohio." 


d. Enter in the space in the central part immediately below 
the words "(HE UNITED STATES, Dr. To: Persons named on 
: the attached Cortinuation Sheet (Payces)", the name of the 
first payee shown on the first sheet of the set of forms 
ACP-13B and ACP-13A for the lot and after such name enter 
the phrase "et al." 


e.. Enter in the spsces provided therefor in the certification, 
the numbersof the first and lsst poges of forms ACP-15B in 
the set; For example, if there are five sheets of ACP-13B 
in the set, insert the figure "1" in the first space and 
the figure "5" in the sccond space. 


f. Enter in the space following the word "aggregating" in the 
certification the amount of the voucher. This amount will 
be the total amount shown in column (e) of the last sheet 

of ACP-14B in the set. 


g. Enter in the space following the word "title" the title of 
the certifying officer, such as "Chairman, Ohio Agricultural 
Conservation Committee" or "Member, Iowa Agricultural Con- 
servation Committee." 


h. Enter in the space following the word "date" the date of 
preparation cf ACP-14. 


6. Prepare ACP-22 in septuple (original and six copies) listing 
hereon as many lots as are available, provided the lots so 
included do not cover more than 300 payees. Do not include 
‘ part of the same lot in two forms ACP-d2. 


99 


. Enter in the first space in the upper left-hand corner in- 
9 mediately above the words "Department or Establishment", 
the word "Agriculture". 


b. Enter in the first space in the upper central part im- 
mediately above the words "Bureau or Office", the letters 
"a. A. A." and the name of the State office. For example, 
if the form is being prepared in the State office in Illinois, 
the entry would be "A. A. A., Ill. State Office". 


c. Enter in the second space in the upper left-hand corner 
immediately following the word "By", the name "G. F. Allen". 


d. Enter in the second space in the upper central part im- 
mediately above the words "Title or rank", the words "Chicf 
Disbursing Officer". 


Gs 
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Enter in the second space in the upper right-hand corner 
immediately above the word "Station" the city and State 
where the regional disbursing office is located. For 
example, if the regional disbursing office is located in 
Minneapolis, the entry will be "Minneapolis, Minn." The 
regional disbursing offices for the States in the North 
Centrel Region will be located as follows: 


City States 
hicago,. Illinois Iowa, Wiscor.sin, Illinois 
Indiana and Michigen. 
Cleveland, Ohio Ohio 
St.” Lowe? Nissoure Missouri 
Minneapolis, Minnesota Minnesota, South Dakota 
Kansas City, Missouri Nebraska 


Enter in the third space in the upper left-hand corner 
immediately following the word "Period" the name of the 
month. The name of the month to be entered will be the 
month in which the ACP-22 is being prepared except that 
if it is prepared after the 20th day of such month, the 
name of the next month shall be entered. 


Enter in the third space in the upper right-hand corner 
immediately following the words "Symbol No." the symbol 
number. This number is the number obtained from the ap- 
propriate regional disbursing office. 


Enter in the fourth space in the upper left-hand corner 

immediately following the words "Bureau Schedule Now! the 

bureau schedule number. Obtain this number from the person 

in charge who shall keep a register of bureau schedule 

numbers. These numbers will be assigned to forms ACP-22 a 
consecutively, beginning with the number l. 


Enter in the fourth space in the upper right-hand corner, s 
immediately following the word "Date", the date of prepara- 
tion of ACP-22. 


Enter in the fifth line immediately following the words 
"Appropriation or Fund" the. following: 
"126/72215(21)2 6 & UALRUSDA". 


Enter in the column entitled "Bureau or Office Voucher No.” 
the administrative number shown on each set of forms 


-ACP-14 for which ACP-22 is being prepared. 


After entering the administrative number for a set of forms 
ACP-14 in the column entitled "Bureau-or Office Voucher No." 
enter on the same line in the column entitled "Payee" the 
name of the payee show on such set of forms ACP-14 and 
after such name enter the phrase "et al." 


Eels 
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m. Enter on the sare line opposite the entry in the column 
entitled "Payee" in the column entitled "Net Amount Due" 
the amount shown on the set of forns ACP-14 for which the 
entry was made in the column entitled "Payec" 


n. Enter in the spece over the word "title" at the bottom of 
ACP-22 the title of the certifying officer. 


Release all lots covered by ACP-22 with the sets of related 
forms ACP-13B, ACP-13A, and ACP-14 to the review clerk. ‘The 
review clerk will check the entries on forms ACP-2e and release 
such forms to the adding clerk. The adding clerk, after ob- 
taining a total of the entrias in the column of ACP-22 entitled 
"net amount due" will return all forms covered by ACP-22 to’the 
typist. 


When form ACP-22 and related forms are returned by the adding 
clerk, enter on ACP-22 in the space provided therefor the total 
of the column entitled "net amount due". 


Sign and enter the date in the spaces provided therefor in 
Section III of each RF-2 and release the lots, together with 
forms ACP-13B, ACP-13A, ACP-14, ACP-l4a, and ACP-22, to the 
review clerk. 


Instructions to Review Clerks. 


oe 
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Review clerks shall work in pairs. 


Upon receipt of a lot from the typist, verify the names of the 
State and county on forms ACP-133 and ACP-12A by checking such 
items against the corresponding items on RF-2. If there is any 
disagreement, correct the entry on forms ACP-13B and ACP-13A. 


Determine that the administrative number on a set of forms 
ACP--13B and ACP-13A is correct by checking such number against 
the State and county code and lot number on RF-2. If there is 
any disagreement, correct the administrative number on forms 
ACP-13B end ACP-13A. . 


Verify the serial numbers on forms ACP-133 and ACP-12A by 
checkins gich serial numbers against the serial numbers on 
forms NCR-12 or NCR-15 in the lot. If there is any disagree- 
ment, correct the entry on forms ACP-13B and ACP-134. 


Verify each entry in colums (c), (ad), and (e), entitled 

"Class I Payment", "Class II Payment" and inte respective- 
ly, on ACP-13B for each applicant. by checking such entry against 
the corresponding items on NCR-l2 or NCR-15, and NCR-14 or NCR-16. 


Te 
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Check the last serial number on each sheet of forms ACP-13B 
against the first serial number on the next succeeding sheet 

to make certain that the same item has not been duplicated. 

If an entry hes been duplicated, draw a line through such entry 
on forms ACP-13B and ACP-134. 


Initial the original snd first and second copies of each sheet 
of form ACP-13B and release the lot, with forms AGP-16B and 
ACP-13A attached thereto, to the adding clerk, who will make 
the necessary additions and release the lot to the typist. 


When the typist returns one or more sets of forms ACP-13B and 
ACP-13A with totals typed thereon, such set or sets will be 
accompanied by one or more sets of forms ACP-14 and one set 

of forms ACP-22. Upon receipt of such forms, check the totals 
on each set of forms ACP+13B against the adding machine tape. 
Check all entries on forms ACP-14 and ACP-22 and correct any 
errors which have beem made on such forms and copies thereof. 
If a large number of errors have yeen made, return the forms 
to the typist and have a new set of forms prepared. When a 
new set of forms has been prepared and reviewed in accordance 
with the instructions contained herein, the original set con- 
taining the errors should be destroyed. After all forms have 
been reviewed and found to be correct, 3nitial all forms ACP-14, 
ACP-l4a, and AGP~22. Initial forms ACP-14 and ACP+14a in the 


“lower left-hand corner opposite the line for the date and initial 


forms ACP-22 in the lower left-hand corner opposite the word 
"Total", Release the lot or lots, with forms ACP-13B, ACP-134, 
ACP-14 and ACP-22, to the adding clerk. 


The adding clerk, efter obtaining 2 total for the column of 
ACP-22 entitled "net amount due", will release the lot or lots 

to the typist. The typist after entering the total on ACP-22, 
will return the lot or lots to the review clerk. Verify the 
total of the column entitled "net amount due" by checking against 
the adding machine. tape. 


Siegen and enter the date in the spaces provided therefor in 
Seetion III of each RF-2 and release the lov or lots. 


TII. Instructions to Adding Clerks. 


ins 


Upon receipt of a set cf forms ACP-13B and KOPRgh for a Lot, 
obsein a total for colvmn (¢) and column (a) of forms ACP-13B 
and ACP-134, respectively, for all sheets in the set. 


Upon receipt of a set of forms ACP-22, obtain a total for the 
column entitled "net amount due", 


Check the totals obtained in the preceding subsections 1 and 
2, respectively, by repeating the procedure outlined therein. 


Ass 
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When the addition has been completed and checked, attach the 
adding machine tape to the respective forms ACP-13B, ACP-13A, 
and ACP-22 and release the lot or lots to the typist. 


IV. Instructions for Helease of Lots. 
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Ynen the review work in connection with all lots covered by one 
ACP-22 has been completed, the original ACP-14 and ACP-22 must 

be signed by a certifying officer. The certifying officers will 
be persons duly authorized to sign such forms. When the forms 
have been signed, detach the second copy of each sheet of ACP-13B 
in the set and the second copy of ACP-14 for each lot, and the 
second copy of ACP-22 and forward such forms to the Accounting 
section. 


Detach all copies of NCR~14 and NCR-16, and transmit such copies 
to the Statistics Section. 


Fasten to each NCR-12 or NCR-15 the forms relating thereto, using 
paper clip pinches if there are six sheets or less and round- 
headed brass pacer fasteners if there are more than six sheets. 


Arrange the lots in the county block in the following order: 
a. Form ACP-22 (original and five copies). 


be. Form ACP-14 (original and two copies) for the lots covered 
by AOP-22, 


ce A set of forms ACP-13B and ACP-13A (original and three copies 
of ACP-13B and two copies of ACP-13A) for each lot covered 
by ACP-22. 


d. Forms NCR-12, NCR-15, and the forms attached thereto in each 
lot covered by ACP-22. 


Prepare RF-3 in duplicate. Make no entry in the upper right-hand 
corner of RF-3 after the words "Priority block No.". tHnter the 
State and county code in the space provided therefor. Enter in 
the space following the words "Released to" the words "General 
Accounting Office" and enter the date in the space provided 
therefor, Enter in column (a) the administrative numbers of all 
lots covered by ACP-22 and in colamn (b) the total number of 
forms NCR-le and NCH-15 in each lot. Forward the lots covered 

by ACP-22 to the General Accounting Office with the proper forms 
attached thereto. Secure the signature on RF-3 of the person 

who receives such lots for the General Accounting Office and 
forward the original RF-3, together with the originals of RF-2 
for such lots to the record clerk in the Receiving and Files Unit. 
The copy of RF-3 may be left with the General Accounting Office. 
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NCH-20, Hevised Issued December 10, 1936 
United States Department of Agriculture 

Agricultural Adjustment Administration A 

North Central Division fy * 


PART VII — APPLICATION CLBARANCE UNIT \ 


(Operation No: 7) Sy. 
; & 


The personnel of the Application Clearance Unit shall consist 
of file clerks, correspondence clerks, stenographers, and computing 
clerks, Correspondence clerks and computing clerks shall use lead 
pencil, 


I, Instructions to File Clerk. 


1. Stamp on the back of each piece of mail received in the 
Application Clenrance Unit the date of receipt. 


&e All suspended cases will be listed on RF-3. Sign the original 
of such RF 3 and retain the copy. When an NCR-12 or NCR-15 
is suspended as a result of a request for such NCR-12 or NCR-15 
Or reinted form on RF-6, there will be attached to such NCR-12 
or NCr-I5 or to RF-6, an BR-4. Such NCR-l2, NCR-15, or RF-6, 
togcther with RF-4, will be transmitted to the Application 
Clearance Unit and will be handled as a suspended case. 


3 Prepare a manila folder for each suspendcd case, stamping or 
writing thereon the appropriate county code and serial number, 
ena place the suspended case in such folder, or if RF-6 is 
received in place of the suspended NOR-l2 or NCR-15, place such 
EP-6 in such folder. 


4. Prepare a white 3" x 5" ecard for each suspended case, indicating 
thereon the appropriate county code and serial number of such 
case, together with the date of receipt by the Application 
Clearance Unit. File such card in a card file in county and 
serial number order. 


5« Assign suspended enses to correspondence clerks in the order 
of their receipt in the Application Clearance Unit. Do not 
assign more than 25 suspended cases to a correspondence clerk 
at one time. Before delivering suspended cases to the corre- 
spondence clerk, remove the related 3" x 5" card from the card 
file and enter thereon the name of the clerk to whom the sug- 
pended case is assigned and the date of the assignment. After 
such information is posted on the eard, return the card to 
the. ecard file. 


= 
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The correspondence clerk will attach to the folder containing 
the suspended case any correspondence prepared in connection 
with such case and forward them to the person authorized 

to sign such correspondence. After such letters have been 
signed, they will be returned to the file clerk, attached to 
the suspended cases. Upon receipt of such cases, detach and 
mail the signed letters. In each case, place a copy of the 
letter in the appropriate folder and file the suspended case in 
the Application Clearance Unit #ile. Arrange the file in county 
code and serial number order. Enter on the 3" x 5" card for 
each suspended case, opposite the name of the correspondence 
clerk to whom such case was assigned, the date such case was 
returned for filing. a 


Upon receipt of a reply to correspondence relative to a suspended 
case, match the reply with such case and assign it to a cor- 
respondence clerk, following the procedure set forth in para- 
graph 5, supra. Whenever possible, assign a suspended case for 
which a reply is received to the correspondence clerk who 
previously handled’ such case. 


Upon receipt of forms NCR-15, which have been submitted for 

a determination ag to which farms should be non-application 
farms, assign such forms to the person or persons designated 

to make such determination. Such cases will not have serial 
numbers assigned, but it will be possible to keep a record of 
such casés by entering on a "3 x 5" card the name of the appli- 
cant ‘in lieu of the serial numbér. Keep such cards in a 
separate file in alphabetical order, by counties. 


If the correspondence clerk determines that a case has been 
improperly suspended, or if he determines that the reply re- 
ceived in connection with a suspended case is sufficient to 
clear such suspended case, he will have the entry and computa- 
tion work completed and return the case to the file clerk with 
a notation that it is ready for release to the Payment Schedule 
Unit. Upon receipt of such 4 case, enter on the appropriate 

3" x 5" card, opposite the name’ of the correspondence clerk 

to whom such case was assigned, the date such case was received 
for release to the Payment Schedule Unit. Place the 3" x 5" 
cards for such cases in’a file labeled "Release File” and 

place the suspended cases in the Application Clearance Unit file, 


Once each week withdraw from the Application Clearance Unit 
file all suspended cases which are ready Tor release to the 
Payment Schedule Unit, using the 3" x 5" cards in the "Release 
File" as a guide. Remove the forms NCR-12 end NCR-15 and 

the originals of the forms NCR-14 and NOR-16 therefor from 
their folders and arrange such forms in serial number order. 
Prepare RF-2 in duplicate, listing thereon the serial numbers 
of not more than 100 suspended cases from one county which 


il. 
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are ready for release. Do not list on one RF-2 suspended cases 
from more than one county. Obtain a lot number from the record 
clerk in the Receiving and Files Unit who will examine the RF-1 
for such county to determine the number to be assigned to 

such lot. Enter on RF-2 the State and county code, lot number, 
the names of the State and county, and the number of cases in 
the lot. Sign and enter the date in the space provided therefor 
in Section III of RF-d. 


Prepare RF-3 in duplicate. Enter in the upper right-hand corner 
following the words "Priority block No." the letters "A.P.S." 
Enter in the space provided therefor the State and county code. 
Enter in the space following the words "Released to" the words 
"Payment Schedule Unit", and enter the date in the space pro- 
vided therefor. Enter in column (a) the lot number and in 
column (b) the total number of forms NCR-12 and NCR-15 in the 
lot. Release the lot and both copies of RF-3 to the Payment 
Schedule Unit. The original RF-3 will be signed by the person 
designated in the Payment Schedule Unit and shall be forwarded 
to the record clerk in the Receiving‘and Files Unit. he copy 
of RBF-% will be retained in the Payment Schedule Unit. 


When cases have been withdrawn from the folders preparatory 

to transmission to the Payment Schedule Unit, detach forms 
NCR-11 and copies of forms NCR-14 end NCR-16 from such cases. 
Copies of forms NCR-14 and NCR-16 and any forms NCR-11 which 
do not bear the notation "data recorded" shall be forwarded 

to the Statistics Section. Forms NCR-1l which bear the nota- 
tion "data recorded" shnll be forwarded to the file clerk in 
the Receiving and Files Unit. Place the case folder with its 
remaining contents in a separate file labeled "Cleared Cases." 
Maintain such file in county code and serial number order. 


When a suspended case is released to the Payment Schedule Unit, 
stamp or write on the appropriate record card "To Payment 
Schedule Unit" and indicate the number of the lot in which such 
case is included and the date that such suspended case was 
released. Return such card to the 3” x 5" card frle. 


When forms NCR-12 or NCB-15 suspended in the General Account- 
ing Office are received, prepare RF-3 in duplicete. Include on 
RF-3 only the cases from one county. Enter in the upper right- 
hand corner immediately following the words "Priority Block 
No." the letters "G.A.0." and enter the State and county code 
in the space provided therefor. Enter following the words 
"Released to" the words "Application Clearance Unit" and enter 
the date in the space provided therefor. Hater in colums (4d) 
to (h) inclusive, the serial numbers of the cases suspended 

in the General Accounting Office. Sign the original RF-4 

in the space provided therefor, and forward such original RF-3 


om 


to the record clerk in the Receiving and Files Unit. 
Retain the copy of such RF-3 in the Application Clearance 
Unit. 


15. Cases suspended by the General Accounting Office shall be 
handled in accordance with the procedure for handling cases 
suspended in the Application for Payment Section set forth 
in Section I, paragraphs 1 to 11, inclusive, of this Part VII, 
except that the record clerk shall 


a. prepare blue 3" x 5" cards for cases suspended by the 
General Accounting Office, 


b. detach and transmit the first copy of the preaudit difference 
statement to the Accounting Section, 


Cc. assign cases suspended by the General Accounting Office 
to correspondence clerks separately from cases suspended 
in the Application for Payment Section, 


d. prepare for each county a separate RF-2 for cases sus- 
pended by the General Accounting Uffice when they are 
ready for release to the Payment Schedule Unit, 


e. fasten the original of the preaudit difference state- 
ment and the reply thereto to the front of the case 
before it is submitted to the Payment Schedule Unit, and 
forward the remaining copy of the preaudit difference 
statement and the copy of the reply thereto to the 
Accounting Section. 


f. If a new NCR-12 or NCR-15 has been submitted, attach 
to such new form and to the new NCR-14 or NCR-16 prepared 
therefor the old NCR-12 or NCR-15 and the old NCR-14 or 
NCR-16 which were returned to the Application Clearance 
Init by the General Accounting Office. 


Instructions to Correspondence Clerks. 


Correspondence clerks must be femiliar with the instructions 
governing the performance of work in each of the seven units of 
the Application for Payment Section. 


1. Upon receipt of a group of suspended cases from the file 
clerk, examine each such case carefully to determine that 
the suspension is warranted. If the suspension is not 
warranted, perform and check the entry work in connection 
with the suspended case (See Part IV - Entry), have the 
computations performed and checked, certify the applica- 
tion for payment (See Section 3, Part V - Computation), 
end release it to the file clerk for transmittal to the 
Payment Schedule Unit. 


ube 


If the suspension is warranted, determine that all reasons 

for suspension have been recorded on RF-4. If it is neces- 
sary to obtain a new NOR-le or NCR-15 or to obtain a correction 
on an old NCR-l2 or NCR-15 in order to clear ». suspended case, 
prepare a letter to the county committee outlining the reasons 
for the suspension and explaining the procedure to be followed 
in order to clear such case, If there is only a slight ir- 
regularity in the NCR+12 or NCR-15, the original of such form 
may be returned to the county committee for correction. In 
such case the county committee shall be instructed to make the 
correction and have such correction initialed by two members 
of the committce, one of whom signed the NCR-l2 or NCR-15. 

If a large number of errors appear on an NCR-12 or NCR-15, 
retain such form in the State office, and request the county 


committee to prepare and submit a corrected NCR-12 or NCR-15, 


In all cases, the county committee shall be instructed to 
prepare ond attnch a small slip of paper to the corrected 
form, indicating on such slip either that such form has been 
corrected or that it is to replace a form on file in the 
State Office. When an NCR-12 or NCR-15 is returned to a 
county, the county committee shall be instructed to retum 
such form, even though a new form is submitted, and to direct 
all mail containing corrected forms to the Application 
Clearance Unit. Since the original of all forms NCR-12 or 
NOR-15 suspended by the General Accounting Office must be 
returned to the General Accounting Uffice when such cases 
are resubmitted any forms NCR-l2 or NOR-15 suspended by the 
General Accounting Office shall be retained in the Appli- 
cation Clearance Unit and if correspondence with the county 
committee is necessary, such committee shall be instructed 
to prepare a new NCR-12 or NCR-15. If a case was suspended 
in the General Accounting Office because of an error in the 
entry or computation work, correct the entry and computation 
work in connection with such case. 


Attach to the folder containing the suspended case any cor- 
respondence prepared in connection therewith and forward such 
case to the person authorized to sign correspondence. 


Upon receipt of a suspended case to which is attached a reply 
to previous correspondence, proceed as follows: 


a If the corrections requested have been made on the 
original form, determine that such corrections have been 
properly made And that no other alterations have been 
made on such form, or if a new NGR-le or NCR-15 has been 
submitted, examine such form following the instructions 
to the examining clerk (See Part IfI - Examination). 


b. Perform and review the entry work on form NCR-14 or NCR-16, 
whichever is applicable, following the instructions to the 
entry clerk (See Part IV - Entry). 
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c. Upon completion of the entry work in connection with an 
NCR-l2 or NCR-15, refer such form and related forms to 
a computing clerk. 


d. When the NCR-12 or NCR-15 is returned by the computing clerk, 
execute the "Certificate of Administrative Officer", follow- 
ing the instructions to the review clerk in the Computation 
Unit (See Part V - Computation). When the NCR-12 or NOR-15 
has been approved for payment, release such case to the file 
clerk. 


5. If,won receipt of a suspended case to which is attached a reply 
to previous correspondence, it is determined that such case has 
not been properly corrected, proceed as in Section II, paragraph 4, 
of this Part VII. 


6. Upon receipt of a case which was suspended because the applicant 
receives no payment, prepare a letter to the county committee, 
setting forth such fact. File such cases in a separate file labeled 
"No Payment File". 


7. Hach NCR-l2 or NCR-15 suspended by the General Accounting Office 
will have attached thereto two copies of a preaudit difference 
statement, setting forth in detail the reason for such suspension. 
If the NCR-l2 or NCR-15 was suspended because of an error in compu- 
tations, request the copy of the applicable NCR-14 or NCR-16 on 
RF-6. When the copy of the applicable NCR-14 or NCR-16 is received, 
refer the case to a computing clerk for correction. 


8. When a case suspended by the General Accounting Office has been 
corrected, prepare on the preaudit difference statement an 
explanation setting forth the procedure which has been followed 
to eliminate the reason for suspension. Prepare this explanation 
for the signature of the certifying officer. When the original 
and first copy of such explanation have been signed, release the 
suspended case to the file clerk in the Application Clearance Unit. 


Instructions to Stenographers. 


In preparing letters in connection with suspended cases, prepare 
one copy for the case folder, and prepare as many other copies as are 
necessary for filing in the State office. The original shall be 
attached to the outside of the folder with a paper clip. 


Instructions to Computing Clerks. 

Upon receipt of an NCGR-12 or NCR-15 from a correspondence clerk, 
make the necessary computations on the attached NCR-14 or NCR-16 
following the instructions to computing clerks (See Part V - Computation), 
All computations should be rechecked to insure accuracy. Upon completion 
of the computation work, return the suspended case to the correspondence 
clerk from whom it was received. 


“ 
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Determination of Nonapplication Farms. 
Se i ett eee ee OC VOR eS 


The persis, designated to make determination of nonapplication farms 
should be persons who are familiar with the provisions of the 1936 Agri- 
cultural Conservation Program and with the method of computing payments in 
connection with forms NCR-15. 


In some instances it may be possible to designate one or more 
blocks on NCR-15 as NAF blocks by comparison of pertinent data in such 
blocks. For example, if NCR-15 contains data for only two or three farms 
and it can be readily determined that the deduction for deficiency of soil- 
Conserving crops on such farms would exceed the payment for one farm if it 
were designated as an application farm, and that such deduction would be 
eliminated by the designation of one farm as a nonapplication farm, it 
Will not be necessary to make any computations to verify such designation. 
However, if NCR-15 contains data for a larger number of Lars, Or 37 there 
is any doubt as to whether the payment to the applicant would be increased 
by the designation of one farm as a nonapplication farm, the procedure set 
forth below should be followed. 


1. Number the blocks on NCR-15 consecutively, beginning with number one. 
Enter such numbers With lead pencil in the left—hand margin of NCR-15. 
Do not make any entries in the spaces provided for block numbers above 
the various blocks until a determination has been made ag to which farms 
are to be designated as nonapplication farms. 


e+ Prepare NCR-16 for NCR-15, following the instructions to entry clerks 
Im Parc LV of NCR-20, Revised, and Considering all rarms as application 
farms. 


assigned to a Computing clerk who shall perform the computations on 
NCR-16, Parts I to VII, inclusive, following the instructions to 
Computing clerks in Section LipOLe Pare Voor NCR-20, Revised. 


4. Using NCR-16c (Part VI), prepare form NCR-22, (Part I) as follows: 


a. Strike the designation "Form NCR-160" and enter in lieu thereof 
"Form NCR-22,!! 


b. Strike the title "Computation Sheet for More Than One Farm' and 
enter immediately above such title the words "NAF Work Sheet — 
ary le 


C. Strike all column headings and enter new column headings immediately 


below the original headings. The following column headings shall 
be used. 


Column Column Heading 


No. 

bey os Block No. 

OP Computed 1935 General Acreage Extended 
Cae General Soil-Depleting Base Extended 


ee 


mm, 1936 General Acreagé Extended 

= Applicant's Maximum Payment - General 

~ _.._ Tobacco Base Extended 

e 1936 Tobacco Acreage Extended 

- Applicant's: Maximum Tobacco Payment 

- Cotton Base Extended 

£ 1936 Cotton Acreage Extended 

= Applicant's Maximum Cotton Payment 

sugar Beet Payment 

- Deduction for Excess Acres — Sugar Beets 
- Flax Payment 

— Deduction for Excess Acres — Flax 

- Minimum Soil-Conserving Acres Required 
= 1936 Soil-Conserving Acres 

- Applicant's Harned Soil-Building Payment 
- Applicant's Soil-Building Allowance 


m 0G © ps 


Lv OOP DORR RRND On 


AH QMWoOB 8 YY Ru. eb 


FF NF Fe nF a Fe Ne re 


d. It will be noted that NCR-16C does not contain a sufficient number 
of columns for all of the column headings listed in the preceding 


paragraph c. However, when NCR-15 does not include data for 
tobacco, columns (f), (g), and (h) of NCR-22 may be omitted. 


Similarly, if NCR-15 does not include data for cotton, columns 


(i), (j), and (k) of NCGR-22 may be omitted. 


5. Perform the entry work on Part I of NGR-22 as follows: 


a. Transfer entries from Part I of NCR-16 to Part I of NCR-22 as follows: 


NCR-16 NCR-2e 
evcin. i Perrin 


k) to column 


Transfer column (k (b 
1) to column (c 
n (d 
fo) (e 


Transfer column ( 
Transfer column ( 
Transfer column ( 


).to column 
) to column 
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b. Transfer entries from Part II of NCR-16 to Part I of NCGR-22 as follows: 


NCR-16 NCR-2e2 
rare 2s Pars ot 


(1) Transfer column (j) to column (f) 
(2) Transfer column (k) to column (g) 
(3) Transfer column (1) to column (h) 


c. Transfer entries from Part III of NCR-16 to Part I of NCR-ce as follows: 


NCR-16 NCR-22 
Part) Lin Par wl 


(1) Transfer column (j) to column (i) 
(2) Transfer column (k) to column (3) 
(3) Transfer column (1) to column (k) 


«i 
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Transfer entries from Part IV of NCR-15 to Part I of NOR-22 
as follows: 


NCR-16 NCR-22 
Part IV Part.J 


(1) Transfer column (n) to column (1) 
(2) Transfer column (1) to column (m) 


Transfer entries from Part V of NCR-16 to Part I of NCGR-22 
as follows: 


NCR-16 NCR-2e2 


Part V Parte! 


(1) Transfer column (h) to’ column (n) 
(2) Transfer column (1) to-colum (0) 


Transfer entries from Part VI of NCR-16 to Part I of NOR-22 
as follows: 


NCR-16 WCR-22 


Party coe Party. 1 


(1) Transfer column (p) to column (p) 
(2) Transfer column (q) to colum (q) 


Transfer entries from Part VII of NCR-16 to Part I of NOR-22 
as follows: 


NCR-16 NCR-22 
Part’ Vite ‘Part I 


(1) Transfer column (1) to column (r) 
(2) Transfer column (g) to column (s) 


After the entries for all blocks, together with the totals, have been 
transferred to Part I of NCR-22, examine columns (p) and (q) to 
determine the block for which the entry. in column (p) exceeds the entry 
in column (q) by the greatest amount. 


ae 


When the foregoing determination has been made, transfer all entries 
for such block including the block number, to the line following the 
line for totals. For the purpose of identification, this block will 
be referred to as the "first tentative NAF block,’ 


Enter in column (a) of the next suceeding line the words, 
"First Revised Total." Obtain the entries in this line by sub- 
tracting from the entries in the line for totals the entries in 
the line for the first tentative NAF block, 


LO, 
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Prepare Part II of NCGR-22. A sample of this form is attached at the end 
of this Part VII. A sufficient supply of such forms should be mimeographed 
in each svate office. 


a. The entries for column (a) of Part II of NCR-22 shall be taken from 
the line for totals on Part I of NCR-ee. 


bs. Bheventries for column €b) of Part GI of Woke, “Binese! tore], 
inclusive, shall be taken from the line for the first revised totals 
on Part’! of NCR-ed. 


ec. The entries for column (b) of Part Il of NOR-~c2, lines cl to 2/, 
inclusive, shall be taken from the line for the first tentative NAF 
Dlock on Part I of NCR-e2; 


If the entry in item 27, column (b) of Part II of NCR-22 is greater than 
the entry in item 20, column (a) of Part II of NCR-22 the letters "NaF" 
shall be entered in red pencil on NCR-15 to the left of the words "Block 
No." above the block which was considered as the first tentative NAF block. 


Examine the entries in columns (p) and (q) of Part I of NCR-22 to deter- 
mine the block for which the entry in column (p) exceeds the entry in 
column (q) by the second greatest amount. 


a. When the foregoing determination has been made, transfer all entries 
for such block including the block number, to the line following the 
line for the first revised total in Part I of NCR-22. 


b. Enter in column (a) of the line following the line for the second 
tentative NAF block the words "Subtotal-NAF blocks." Obtain the 
entries for this line by adding the entries in the lines for the 
first and second tentative NAF blocks. 


c. Enter in column (a) of the line following the line for the subtotal 
of the first and second tentative NAF blocks the words, "Second 
Revised Totals." 


Make entries and computations in column (c) of Part II of NCR-22 as 
indicated in the various items on such form. 


a. The entries for column (c) of Part Il of NCRwee, Mines) touly ane 
' Clusive, shall be taken from the line for the second revised totals. 


by. The, entries. forxcolumn (¢)Vot Partel of NCR-c2y Vines "el tove7, 
inclusive, shall be taken from the line for the subtotal of the first 
and second tentative NAF blocks. 


If the entry in item 27, colwm (c) of Part II of NCR-22 is greater 

than the entry in item 27, column (bd) of Part II of NCR-22 the letters 
"NAF" shall be entered in red pencil on NCR-15 to the left of the words 
"Block No." above the block which wag considered as the second tentative 
NAF block. 


a 


AG 
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Proceed with the determination of NAF blocks until the revised total of 
column (q) of Part I of NCR-22 becomes equal to or greater than the 
revised total of column (p) of Part I of NCR-22, or until it is de- 
termined that the designation of additional NAF blocks will not 
increase the net payment as shown in item 27 of Part II of NCR-22. 


If, after one block has been tentatively designated as an NAF block 

and after entries and computations have been made in columns (a) and (bd) 
of Part II of NOR-22, it is found that the entry in item 27, column (b) 
does not exceed the entry in item 20, column (a) of Part II of NCR-22, 
draw a line through the figures in the lines for the first tentative 
NAF block and the first revised totals on Part I of NCR-22 and draw a 
line through the figures in column (b) of Part II of NOR-22. Proceed 
as follows: 


a. Hxamine the entries in columns (p) and (q) of Part I of NCR-22 
to determine the block for which the entry in column (p) exceeds 
the entry in column (q) by the second greatest amount. 


b. Proceed as in paragraph 6, supra, considering such block as the 
first tentative NAF block and subtracting the figures for such 
block from the figures in the line for totals to obtain revised 
totals. 


c. Make entries and computations in column (c) of Part II of NCR-22 
and compare the entry in item 27, column (c), with the entry in item 
20, column (ai. 


d. If the entry in item 27, column (c), is greater than the entry in 
item 20, column (a) of Part II of NCR-22, designate the block as an 
NAF block, as set forth in paragraph 8, supra. 


e. If the entry in item 27, column (c), does not exceed the entry in 
-item 20, column (a), examine columns (p) and (q) of Part I of NOR-22 
to determine the block for which column (p) exceedg column (q) by 
the third greatest amount, and proceed as outlined in the foregoing 
steps in this paragraph 13, 


In certain cages wuere the applicant has not earned the maximum payment; 
that is, where the entry in item 2 of Part II of HCR-22 for the last 
revised totals obtained is less than the last revised tatal of colum 
(e) of Part I of NCR-22, it may be possible to increase the payment 

to the applicant by the designation of certain other blocks as NAF blocks. 
Fo determine which blocks, if any, should be NAF blocks for this reason, 
proceed as follows: 


ae Determine whether the last revised total of column (b) of Part I 
of NCR-ce is greater or less than the last revised total of column 
(oe) Gf Part I of NOR-28; 


Lasy 
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If the last revised total of column (b) is greater than the 

last revised total of column (c), examine the entries in columns 
(b), (c), and (a) to determine whether the éntry in colum (bd) 
for any block is less than the entries in columns (c) and (4d) 
for such block. If so, consider such block as a tentative NAF 
block and obtain new revised totals on Part I of NCR-ec. 


If the last revised total of column (c) is greater than the 

last revised total of column (0), examine the entries in columns 

(bd), (c), and (a) to determine whether the entry in column (c) 

for any block is less than the entries in columns (bd) and (4) 

for such block. If so, consider such block as a tentative NAF i 
block and obtain new revised totals on Part I of NCR-ee. 


Perform the entries and computations on Part II of NCR-ee for f 
all blocks which are considered as tentative NAF blocks to determine 

whether the payment to the applicant may be increased by the desig- 

nation of such blocks as NAF blocks. 


Make the determinations outlined in the preceding steps a. to d., 
inclusive, for as many blocks as necessary. 


After the determinations outlined in the preceding instructions have 
been made, number the blocks on NCR-15 using the spaces provided for 
block numbers. 


As 


Number all application blocks; that is, all blocks which have not 
been designated as NAF blocks, consecutively, beginning with number 
one. 


Number all NAF blocks, consecutively, beginning with the next number 
after the last number assigned to an application block. 
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GENER 


Instructions contained herein supplement the instructions con- 


tained in NCR-20, Revised, end are to be followed in connection with tne 


hendling of any application for payment which covers a cotton farm or a 


sharecropper farm. 


The following definitions are used herein; 


1. 


Cotton farm means any share-rented farm or farm operated 
with the aid of sharecroppers in Areag "B" and "CO" which 


has 2 cotton base and on wnich cotton was grown in 1936, 


pee 

&. Sherecropper farm means eny farm other than a cotton farm 

operated with the aid of sharecroppers, 

Since only a relatively small number of applications for payment 
covering cotton farms and sharecropper farms will be recéived in the 
Application for Payment Sections of some State offices, it may be ad 
visable to perform the entry and computation work in connection with 
Such cases in the Application Clearance Unit. However, ' in other States, 
particularly Missouri, where a larger percentage of applications for 
payment will cover cotton farms and sharecropper farms, it may be preferable 
to designate a certain clerk or group of clerks in the Entry Unit and 
Computation Unit to handle such cases, uch Clerk or eroug or cLerks 
should become thoroughly familiar with the instructions contained herein 
and in NCR-20, Revised, and with all other pertinent provisions and 
instructions issued rélating to the 1936 Agricultural Conservation Pro- 
grem in the North Gentral Region, ~ 


PART I - ACCEPTANCE 


When a numoer of forms NOR-17 and NCR-lla are included in a trans- 
mittal of applications and related forms, determine whether such forms 
have been prepared in such @ manner as to warrant tneir acceptance for 
a determination of the amount of payment to be made in connection tnere- 
with, 

In meking this determination, spot check totals on NWCR-lla 
against entries on NCR-ll, spot check totals on NOR-~17 against entries 
on NOCR-le or NCR-15, and spot check signatures and donk Bebe wi las on 
NCR-17. Make a spot. check to determine that for each NCR-17 there is a 
corresponding NCR-lla included in the transmittal, . 
Follow the instructions contained in Part I of NCR-2O, Revised, 


‘ 


in connoction with the ecceptance or rejection of any transmittal, 


~~ CO 


PART II - RSCHIVING AND FILES 


In addition to the determinations set forth in Part II of NCR-20, 


evised, the following determinations shall be made in connection with 


transmittals wnaich contain forms NCR-17 and NOR-lla. 


I. Instructions to keceiving Clerk. 


l. 


le 


If the State and county code end serial number aeve not 
been entered on en NCR-17, enter on such NOR-17, tne 
State and county code end serial number appcaring on the 
operator's NOR-lé or NOR-15. 

Check the names of the applicants appearing in column (r) 
of each NCR-17 against the list of persons indebted to 


the United States Government. 


II. Instructions to Record Clerk. 


In all States where Forms NCR-17 are handled by a desig- 
nated clerk or group of clerks in the dntry Unit and 
Computation Unit, Forms NCR-1l2 and NOR-15 covering 

cotton farms and sharecropper farms shall not be included 
in the same lot with other Forms NCR-1l2 and NCR-15 from 
the same county. In other States Forms NCR-l2 and NCR-lo 
covering cotton farms or snarecropper farms may be in- 
cluded in the same lot with other Forms NOR-le and NCa-15 
from the same county. 

There should appear in line 9 of en NCR-l2 or NCR-15 
executed by the landlord of a cotton farm or snarecropper 
farm, the serial number of the NCR-1l2 or NoR-1o executed 
by the operator of such farm, Waen possible, include 


both the landlord's and operator's Forms NCR-1l¢é or NOR-15 


= ee 
in the same lotw. Lt we NCR-12 or NCR-15 executed by 
the operator is not included in the transmittal, prepare 
and attach RF-4 to the NCR-le or NCR-15 executed by tne 
landlord, | 
oS. In Bera rie eatees the number of applications covering cotton 
farms and sharecropper farms which may be included in one 
lot, determine that tne number of payees does not exceed 
100, The number of payees may be determined by counting 
the number of names shown in column (r) of NCR-17. In 
determining the number of applications to be entered in 
the last line of Séction I’ of Hi-2, Count only the Forms 
NCR-le and NCR-15 present. Do not count Forms NCR+17, 
PART TIT -— BAAMINATION 
Upon receipt of a county block containing forms NCR-ic or 
NCR-15 which de cotton farms or sherecropper farms, such county 
block shall be assigned to a checking clerk for a check of the addi- 
tions on forms NCR-11 and NCR-lla. Upon completion of such cneck, 
the county block shall be assigned to checking clerks by lots for a 
check of the entries on NCR-1l and NCR-lle and the tronsfer of entries 
from NCR-lla to NCOR-17 and from NCR-11 to WOR-12 or NOk-15. Tnereafter 
suca county block shall be assigned to a pair of checking clerks by lots 
for e check of the entries on forms NCR-12 and NCR-15 against entries 
on NCR-6. When a lot is completed by a pair of checking clerks it shall 
be assigned to an examining clerk, Wnen a lot is completed by an ex- 
amining clerk, it shall be assigned to a review clerk, 


I, Instructions to Checking Clerks - First Cneck, 
1. Oheck the additions on forms NCR-11 in the lot, following 


Il. 


ies 
instructions outlined in Section I of Part III of NCR-20, 
Revised, 
Thes totals tin columns (b)) C6), (f), Cis CUs)y and Gn) oF 
NCR-lla must agree with the sum of the entries in the respective 
columns, 
If, in checking the additions on NCR-11 and NCR-lla it is 
found that an addition has been incorrectly made, suspend 
the NCR-le or NOR-15 to whicn such NOR-1l or NCOR-lla is 
attached, except as provided in Part III, Section I, paragraph 


1, of NCR-2O, Revised, 


Instructions to Checking Clerks - Second Cneck, 


Check entries on forms NCR~lla which cover cotton farms as 

follows; 

a. The total of column (bd) must equal the total of column (e). 

b. The total of column (f) must equal the total of column (i). 

c. The total of column (j) must equal the total of column (m). 

Check entries on NCR-lla against entries on NCR-1l es rollows;: 

a. The State and county code end work sheet number snown in 
the upper right-hand corner of NCR-lla must agree with tne 
State and county code and work sheet number shown in the 
upper right-hand corner of NCR-ll. 

be The total of column (b) of NCR-lla must equal 13(c) or 
14(c) of Table I of NCR-l11, whichever shows the acreage 
of cotton planted on the farm covered by NCR-le or the 
applicable block of NCR-15, 

c. The total of column (f) of NCR-lla mist equal 13(c) or 


14(c) of Table I of NCR-11, whichever bears the name 


ad 
Ce 


of the crop shown in the group heading over columns (f) 
to (i), inclusive, of NCR-lla. 

The total of column (j) of NCR-lla must equal 12(c) of 

Table I of NCR-11. 

There will be entered in column (n) of NCR-lla the 

names and numbers of all soil building practices for 

which each applicant shares in the payment. Determine 

that no practice has been listed in column (n) of NCR-lla 
which does not appear in column (a) of Table III of NCR-11 
and that all practices and practice numbers which are listed 
in columns (a) and (b) of Table III of NCR-1l appear in column 
(n) of NCR-lla. Determine that the sum of the percentage 
figures in column (p) of NCR-lla for any practice does not 
exceed 100. 

Determine that the acreage figure shown in column (0) of 


NCR-lla for any practice agrees with the acreage figure 


shown in column (c) of Table III of NCR-11 for such practice. 


3. Check entries on NCR-17 against entries on NCR-lla as follows: 


Que 


The State and county code and work sheet number on NCR-17 
must agree with the State and county code and work sheet 


number on NOR-lla. 


The names of the owner, operator, and sharecroppers in 


column (a) of NCR-17 must appear in column (a) of NCR-lla. 
All entries in columns (b) to (p), inclusive, of NCR-17 must 
agree sate the entries in the corresponding columns (b) to 
(p), inclusive, of NCR-lla, except that column (n) of NCR-17 


will show only soil building practice numbers while column (n) 


on 


ne» eee 

of NCR-lla will show the names of soil building practices 

as well as soil building practice numbers. 
If the State and county code and serial nunber on NOR-17 do not 
agree with the State and county code and serial number on the 
operator's NCR-12 or NCR-15, correct such data so that they agree. 
Check entries on NCR-11 end transfers from NCR-11 to NCR-l2 or 
the applicable block of NOR-15, following the instructions to 


checking clerks in Section II of Part III of NCR-20, Revised. 


Instructions to Checking Clerks ~- Thiré Check. 


i. 


For each NCR-12 or NCR-15. covering a cotton farm or sharecropper 
farm make entries on NCR-6 as hereinafter set forth. If the 
minor civil division code and work sheet number are not entered 
on NCR-11, NCR-lla, NOR-17, NOR-l2, or NOR-15,or if an in- 
correct minor civil division code and work sheet number have 
been entered on such forms, enter the correct minor civil 
division code and work sheet number. If the correct minor 

civil division code and work sheet number camnot de ascertained, 
suspend the NCR~-1l2 or NOR-15. If, in performing the checks out- 
lined in the following paragraphs (a) to (f), inclusive, it is 
found that an entry has already been made in column (2) or column 
(3) of NOR~6 and an "0.K." has not been entered in column (1) of 
WCR-6, prepare RF-4 indicating thereon the State anc county code 
and serial mumber, the reacon for suspending such case, end the 
serial number already entered in such column (2) or column [Bhs 
Tyo checking clerks working together shall make entries on NCR-6 
as follows: 


a. If an NCR-12 to which NCRell, NCR-lla, and NCR-17 are 


4 § 4 
attached has not» been suspended because of an error on 
NCR-11 or NGR-lla or because of an incorrect transfer 
from NCR-1l to NCR-12 or from NCR-lla to NCR-17, enter 
"O.X," in column (1) of NCR-6 immediately to the left 
of the work sheet number. 
If the name of ‘the applicant on NCR-12 agrees with the 
name in either column (2) or (3) of NCR-6, enter the serial 
number of such NCR-l2 in the upper right-hand corner in 
column (2) or (3) in which such name appears. 
If the name of the applicant on NCR-12 does not agree with 
the name in either column (2) or (3) of NCR-6, and if an 
NCR-17 is attached to such NCR-12, enter the serial num- 
ber of such NCR-12 in the upper right-hand corner in 
column (2) of NCR-6, and enter a check mark (,/) in the 
upper right-hand corner of column (3), unless a serial 
number has already been entered. 
If the name of the applicant on NCR-12 does not 
agree with the name in either column (2) or (3) 
of NCR-6, and if an NCR-17 is not attached to such 
NOR~12, enter the serial number of such NCR~12 in 
the upper right-hand corner of column (3) of NOR-6, 
and place a check mark (/) in the upper right-hand 


corner of column (2) unless a serial number has 


already been entered. 


If the name of an applicant on NCR-12 agrees with 
the name shown in column (3) of NCR-6, or if the 
name of the applicant on NCR-12 does not agree with 


the name appearing either in column (2) or (3) of 


ne ope 

NCR-6, and a serial number has already been entered 

in column. (2) of NCR-6, determine that the serial 

number in column (2) of NOR-6 is the same as the 

serial number appearing in line 9 of NCR-le. If 

no serial number appears in line 9 of NOR-l2, enter 

in line @ the serial number shown in column (2) of 

NCR+6. 
£. Follow the steps set forth in the preceding subdivisions 

ato e, inclusive, for each block in NCR-15. 
Check the bases, yields, and productivity indexes on Forms 
NOR-12 and NCR-15 against the approved bases, yields, and 
productivity indexes on NCR-6 and the special crop listing 
sheets following the instructions outlined in paragraph 2 
of Section II of Part III of NCR-20, Revised. 
County committees have been instructed to transmit forms 
NCR-12 or NCR-15 for both the landlord and operator of 
a cotton farm or sivarecropper farm at the same time; or 
if it is determined that the landlord will not execute . 
an NCR-12 or NCOR-15, to attach a statement to that effect 
to the NCR-12 or NCR-15 executed by the operator. After 
the steps outlined in paragraph 1 of this Section III 
have been completed, check NCR~6 to determine that forms 
NOR-12 or NCR~15 for both the landlord and operator are 
included in the transmittal, unless it is determined 
from NCR~17 that the operator of the farm is also the 
owner. If the NCR-12 or NOR-15 for the operator is 
present while the NCR-12 or NCR-15 for the landlord is 


missing, and there is not attached to the NCRel? or HCR-15 


IV. 


~ 10% 
a statement indicating that the landlord will not execute 
an NCR-12 or NCR-15, prepare and attach RF-4 to the 
operator's NOR-12 or NCR-15. 

Instructions to Examining Clerks. 

Except as otherwise provided in these instructions, the 

procedure set forth in NCR-20, Revised, shall be followed 

in connection with the examination of forms NCR-l2 or NCR-15 

which cover cotton farms or sharecropper farms. In addition, 

the following determinations shall be made: 

1. Determine that no unauthorized deletion has been made in any 
printed matter on NCR-17. 

2. If there are any erasures or corrections on NCR-17, determine 
that such erasures or corrections have been initialed by the 
member of the county committee who signed in Section V of 
NCR-17 and by at least one other committeeman. 

3. If entries appear in sare (f), (2), (a), end (1) of NCR-17 
determine that the name of a special crop such as tobacco, 
sugar beets, or flax has been entered in the group neading 
over such columns. 

4. a. If an entry appears opposite the name of any applicant ir 
column (b) of an NCR-17 which covers a cotton farm, de- 
termine that entries also appear in columns (c), (da), anc 
(e).of NCB-17, opposite such name. Similarly, if an entry 
appears in column (f) of an NCR-17 which covers a cotton 
farm, determine that entries also appear in columns (¢), 
(h), and (i) and if an entry appears in column (3) of an 
NCR-17 which covers a cotton farm, determine that entries 


appear in columns (kk), (1), and (m). 


LO. 


wet A ees 
he If NCR-17 ne a ee cena farm, no entries should appear in 
| neti Ge, ah mead) Gals 
baker one that, for each entry in column (n) of NCR-17, there are en- 
tries on the same line in ee a) and (p) of NCR-17. 
Epes that jee have been entered in ee provided there= 
for in Sections IV and V of NCR-17. 
Determine that Se signatures appear in Sections III, IV, and 
V and in column (r) of Section II of NCR-17. 
a. All signatures must have been affixed with pen or pencil. 
b. Signatures by mark must have been witnessed by at least one dis- 
interested ee | 
Determine that the signatures in Sections IV and V are not 
those of any applicant named on NOR-17, ana that the signatures 
in Sections IV and V ee not those of the same person. 
The signature of Bach sharecropper in column (r) of NCR~17 
should be identical with the tyned name of such sharecropper 
in column (a) of NCR-17. Examples of acceptable and un- 
acceptable differences between typed names and signatures appear 
in Part III of NCR-20, Revised. 
Determine the name of each sharecropper as such name should 
appear on the check issued as payment under NCR-17. If the 
signature of a sharecropper is in the style in which such 
neme should appear on the check and is legible, such sig- 
neture shall be used as a designation of the payee. If the 
Signature is not in the style in which it should appear on 
the check, or if the signature is not legible, print the 


name on a slip of paper and staple such slip of paper over 


nl 


“+ 


pach yas 
the signature of the sharecropper in such a manner thet the 
signature will remain aecessible. ‘The names of payees as 
they should appear on checks are outlined in Part te 
NCR-20, Revised. 


Initial each approved NOR-17 beneath the words "Schedule No," 


in the space headed "Certificate of Administrative Officer". 


Vv. Instructions to Review Clerks. 


1. Examine all suspended forms NCR-17 to determine whether the- 


3. 


suspensions are warranted. If the suspensions are warranted, 
initial RF-4 immediately beneath the signature of the examin- 
ing clerk. If any suspension is not warranted, roaove RFA 
upon approval of the person in charge and place NCR-17 in the 
propery place in the lot; initial such forms NCR-17 beneath 
the words "Schedule No." in the space headed \Wertificate of 
Administrative Officer". 

Examine all other forms NCR-17, following the instructions 

to examining clerks set forth in Section II of this Part lite 
Determine that none of such cases should have been suspended 
and that the names of the payees have been correctly desig- 
nated. Correct such designation, if necessary, upon epproval 
of the person in charge. Initial each approved NCR-17 beneatl 
the words "Schedule No." in the space headed "Certificate 

of Administrative Officer". 

In States where the entry and computation work in connection 
with forms NCR-12 and NCR-15 covering cotton farms and share~ 
cropper farms is handled in the Application Clearance Unit 


prepare and attach to each NOR-12 or NCR-15 which covers 4 


~ 13+ 

cotton farm or sharecropper farm an RF=4 indicating thereon 

"Cotton Farm" or "Sharecropper Farm", as the case may be. 

The serial numbers of such cases will be listed in Section III 

of RF-3 and such forms NOR-~12 and NCR-15. will be handled in 

the same manner as suspended cases are handled. 

PART IV - ENTRY 
The instructions contained in this Part IV shall be followed by 

clerks in the Application Clearance Unit in States where the entry and 
computation work is to be handled in the Application Clearance Unit and 
by 2 cesignated clerk or group of clerks in the Entry Unit in all other 
States. 


I. Instructions to Intry Clerks. 
Prepare NCR-18 for each NCR~-l2 or NCR-15 to which an NOR-17 


Ww 


is attached. Do not prepare NCR-14 for an NOR-l2 which covers 
a cotton farm or.sharecropper farm except as hereinafter 


provided. NCR-18 is in four warts. 


Faria - Percentage Sheet 
Partudt - Soil Conserving Payments and Deductions 
Part III - Soil Building Payments 


Part IV -~ Grand Summary 
Parts I, II, and IV will be used in every case where there 
is an NOR-17 present. Part III will be used whenever an 
entry appears in column (n) of NCR-17. When NCR-17 is at- 
tached to an NCR-12 only one set of forms NOR-18 will be used. 
When forms NCR-17 are attached to forms NCR-15, one set.of forms 
NCR-18 will be used for each NCR-17, Use NOR-14 in preparing 


Part II of NCR-18. Strike the number "14" and insert the 


OI 


~ 14 2 
number "18A" after the words "Form NCR- ". Immediately below 
the words "Aueust 25, 1936" in the upper left-hand corner, 


enter the words "Part II - Soil Conserving Payments". Strike 


‘the word “applicant't after the words "hame of" in the second 


“line in the upper right-hand corner and insert in lieu thereof 


the word "operator". If there are more applicants shown.on 
NCR-17 than can be liste on rearvet. ele ory of GRR ie, 
leave the last line of such forms blank; prepare another sheet 
of the proper forn, Leaving the first line blank. Proceed 
in the same manner if more than two sheets are necessary. 
Enter on each part of NCR~18 in the spaces provided therefor, 
the State and county code and serial number, the name of the 


operator, and the work sheet numbcr. On Part II, enter the 


work sheet number above the title "Computation Sheet for One 


Farm" and circle such entry. 

Transfer ‘the entries from NCR-17 to NCR-18 (Part I), using 

care to make such entries on the line of NCOR-18 opposite 

the name of the ommer, operator, or sharecropper whose name 

appears opposite such entries on NCR-17. If there are entries 

in column (bd) end in colum (f) or column (3), use the second 

block of columns (c) to (1), inclusive. If there are entries 

in all of such columns, use another sheet of NCR-18. 

a. Transfer the namés “of the omer, operator, and sharecroppers 
from column (a) of NCR-17 to column (b) of NOR-18. 

b. If NOR-17 is attached to an NCR+15, enter opposite the 
name of the operator in column (a) of NCR-18, the block 


number on NOR-15 to which NCR-17 relates. 


Ce 


a. 


=A Be 


If entries appear in columns (b) to (c), inclusive, of 


NCR-17, enter the vord "cotton" in the group heading of 


columns (c) to (1), inclusive, of NCR-18 and transfer the 


entries from NCR-17 to NCR-18 as follows: 


NOR=1? 


(1) Transfer column (e) to 


(3) 1" " (4) " 


NCR-18 


column (ad) ~ 


If entries appear in columns (f) to (i), inclusive, 


of NCR-17, and the words "tobacco", "sugar beets", or 


"flax" have been entered in the group heading over 


columns (f) to (i), inclusive, enter such yords "tobacco", 


"sugar beets", or "flax", over columns (c) to (1), inclusive, 


of NCR-18 and transfer the entries from NCR-17 to NOR-18, 


as follows: 

NCR-17 
(1) Transfer column (i) to 
(2) ft not eee 


(3) " " (h) " 


NCR-18 
column (4d) 


ite P(e 


If entries appear in columms (3) to (m), inclusive, 


of NCR-1?, enter the word "General" over columns (c) to 


aes inclusive, using a second sheet of NCR-18 if necessary, 


and transfer the entries from NCR-L7 to NCR-18 as follows: 


NCR-17 
(1) Transfer column (m) to 


(2) " " (1c) " 


NCR-18 
column (4d) 


an €-9) 


Me caw Ae aa 


f, Transfer the totale.of .columms (Gb) jie(t), tend oj). of NCR-L’7 


to the spaces provided therefor at the foot of the appropriate 


columns (g) of NCR-18. 
Transfer the entries from NCR-12 or the applicable block of 
NCR-15 to NCR-18A (Part IL), following the instructions to 
entry clerks in Section I of Part IV of NCR+20, Revised. Do 
not make any entries below line 21 of NCR-18A. In transferring 
entries from a block of NCR-15:-to NOR-18A, enter the block 
number immediately above the box heading of column (a) end 
ecirele.such entry. 
Transfer the entries from NCR-12 or the applicable block of 
NCR-15 and from NCR-17 to NCR-18B (Part III). In making 
entries on NCR-18B, do not enter the names of all applicants 
until it is determined how many lines are necessary to list 
the data for all soil building practices for hee each appli- 
cant receives a share of the payment. For example, if the 
owner receives a share of the payment to be gacs for three 
practices, ¢list thetdata, Tor whe Tien oF Pe Nae een te 
opposite the name of the owner and list the data for the 
other two practices in the next two lines. Then, enter the 
name of the operator in the next line in colum (bd) and 
list the data for the practices for which the operator recéives 
a share of the payment in the line opposite such operator's 
name and in the succecding lines. Proceed in the same manner 
to list data for practides for which each sharecropper 


receives a share of the payment. 


a. Transfer the names of the owner, operator, and sharecroppers 


~ 17 - 
from column (a) of NOR-17 to column (b) of WOR-183. 

b. If NOR-17? is attached to an NCR-15, enter in column (a) 
of NCR-1&B, opposite the name of the operator, the block 
number on NCR-15 to which NCR-17 relates. 

c. Transfer entries from NCR-l2 or NCR-15 to NCR-18B as 
follows: 


NCR~12 


or NOR-15 NCR-18B. 


(1)-~Transfer 5(f) ~ to first line of column (c) 
(2) " 6(f) 1 slit oa aes eT, 
ad. Transfer entries from NCR-17 to NCR-18B as follows: 
NCR~17 NCR+18B 
(1) Transfer column (n) to column (f) 
e) n i aoy os ih Daly) 
(3) ! Darive). Os BO Cate) 


e. After all entries have been made in columns (f), (h), 


end (j) of NCR+-18B, enter in 
rate of payment per acre for 
shown on each line of column 
of payment per acre for each 
be found in NCR-B-2, Revised 


Transfer the names of the owner, 


column (g) of NCR-18B the 
the soil building practice 
(f) of NCR-18B. The rate 
soil building practice will 


asof September.9, 1936. 


operator, and sharecroppers 


from column (a) of N@-17 to colum (bd) of NOR-18C (Part IV). 

If NCR-17 is attached to NCR-15, enter in column (a) of NOR-186, 
opposite the name of the operator, the block number on NCR-15 to 
which NCR-17 relates. 

When NCR-17 is attached to NCR-15, perform the entry work 


CHeaNoRnalo Stoll lomtne the inmetrmictione manteained on. Damnt TY 


- ig - 

of NCR-20, Revised, except that: 

a. A percentage figure shall not be entered in column (e) of 
Panes, ite tls Ivy ee VY oe NOR Te earthen htan eee 
or sharecropper farms shown on NCR-15. 

b. No entries shall be made in ee Lo on ay). 
inclusive, of Part VI of NOR-16, for the cotton 
farms or sharecropper farms shown on NCR-15. 

¢. No entries shall be made in columne CCeto 1. 
inclusive, of Part VII of NCR-16, for the cotton 
farms or sharecropper farms shown on NCR-15. 

Ore ay NORE? Pe. nar attached to an NCR-12, which covers 

2 cotton farm or sharecropper farm, or to an NOR-15, 

one block of which covers a cotton.farm or sharecropper 

farm, do not prepare NCR-18, NOR-184, NCR-18B, or NOR- 

18C for such case, 


II. Instructions to Review Clerks. 


l. Determine that the correct computation forms have been 
prepared for all forms NCR-12 or NCR.15 to which forms 
NCR-17 are attached. 

2. Verify the entry work on all forms NCR-18 in the Lots 
following the instructions to the entry clerk contained 
herein. Follow the instructions to the review clerk, 
contained in Part IV of NCR-20, Revised, with reference 
to the correction of errors on NCR-18. 

PART V - COMPULATION UNIT 

The instructions in this Part vy shall be followed by clerks in 

the Application Clearance Unit in States where entry and computation 


work in connection with forms NCR-17 is performed in the Application 


ons jal 


Cle&rance Unit and by a designated clerk or group of clerks in the 


Computation Unit in all other States. 


I. Instructions to Comouting Clerks. 


l. 


Veke the computations on NCR-18 (Part I). Proceed next to 


make the computations on NCR-18A (Part II), through line 21, 


Then make the computations on NCR-18B (Part III), end NCR-18C 


(Part IV), respectively. Except as otherwise provided in these 


instructions, the figures involved in any computation saall 


be taken from the same line as that for which the computation 


is being made, 


Computations for NCR-18 (Part I) - Percentage Sheet, 


Qe 


If the NCR-18 is for a cotton farm, that is, if it covers 


a farm in Area "B" or "C" and entries other tnan zero 


appear in both 1(b) and 10(b) of NCR-18A (Part II), obtain 


the entries for columns (e) and (f) of NCR-18 as follows; 


Gl) 


(2) 


(3) 


(4) 


Add the entries in column (d). If the figure obtained 
does not agree with the figure already entered in the 
space provided for the total of column (d), check all 
entries in column (d) against the entries in column (e), 
(i), or (m) of NCR-17, whichever is applicable. If 

an error is detected, cross out the incorrect entry 
and enter the correct figure in the same space, 

Column (e) shall be obtained by dividing the individual 
entries in column (d) by the total of column (4d), 
Column (f) shall ve obtained by multiplying column 

(e) by 0.125, 


Do not perform the preceding steps (1) to (3), 


ere de 
inclusive, if tae farm covered by NCR-17 is a 
sharenronaen farm. 

b. Column (h) shall be obtained by dividing the aut eee 
entries in Dewees (g) by the entry in the space provided 
for the total of column (ou 

ec. Column (j) shall be obtained py multiplying column (h) by 
column (i). 

d. If the NCR-18 is for ¢ cotton farm, obtain the entries 
for columns (k) and (1), as follows; 

(%) Column (k) shall be obtained by multiplying column (3) 
PIL PDs | 

(2) Column (1) shall be obtained by adding the entries in 
eohumns (6). (4), andthe). 

(3) Do not perform the preceding steps (1) and (2), if 
the NCR-18 is for a sharecropper farm, 

e. Perform the computations outlined in paragraphs (a) to (d), 
inclusive, of this paragraph 2 for every soil depletirg base 
listed on NCR-18. 

Computations for NCR-18A (Part II). 

Perform tne computations for columns (a) to (f), inclu- 
sive, of NOR-18A through line 21, following the instructions 

to computing clerks in Section I of Part V of NGR-20, Revised, 

Do not make any entries or computations. on NCR-18A below line 21, 

Computations for NCR-18B (Part III) - Soil Building Payments, 

a. The entry in tne first line of column (¢e) shall be obtained 
by adding the entries in the first line of columns (c) and 


(d) and multiplying such sum by one dollar ($1.00), If the 


pe 


b. 


Oe 


Pa eH meee 

product obtained is $10.00 or less, enter $10.00, 

Column (i) shall be obtained by multiplying column (g) by 

column (h). 

Column (k) shell be obtained by multiplying column (i) 

by column (j). 

anter in column (1) opposite the name of each applicant 

the sum of the entries in column (k) for such applicant, 

Add the entries in column (1) and enter the total in the 

space provided therefor. 

Determine whether the entry in column (e), is equal to, 

greater than, or less than the total of column (1). 

(1) If the entry in column (e) is equal to or greater than 
the total of column (1), transfer the entries in column 
(1) <topcolumn, (0). 

(2) Ifethe- entry in column (e) is less than the total of 
column (1), obtain the entries in columns (m) and (0) 
as Tollows: 

(a) The entry in the first line of column (m) shall be 
obtained by dividing the entry in the first line of 
column (c) by the totel of column (1), 

(b) Column (0) shall be obtained dy multiplying the 
individual entries in column (1) by the entry in 


the first line of column (m). 


5. Computations for NCR-18C (Part IV). Grand summary. 


Qe 


Transfer the entries from NCR-15A to NCR-18C as follows; 


ie ess 
NOR-18A NOR-18C 


(1) Trensfer 14(a) to the heading over columns (c) and (a) 


(2) Pe TACp yee " " i te) and (a) 
(3) me yageyeie T T i (es) end 05 
(4) Li a eee te u " " (i) ond (3) 
(5) ik Uae N" " " (x) and (1) 
(6) nc VOCE) te mee " Vea) 
(7) eee 13! iy dace M" M" " (t) 


If there is no entry in 14(2), LAD yeM4(e) y 141d), 14(e), 
18(f), ox 21(f) or if any of such entries 1s zero, enter 

a zero ir. the corresponding column heading of NCR-18C. 

The "Percentage of Payment to Applicant" to be entered in 
columns (2), Ce); te) PC) fande( kz) tof NCR-18C shell be trans 
ferred from NCR-18, (Part I). If a zero has been entered in 
the heading over any of the columns 6f NOR-18G, there will be 
no entries in the column headed "Percentage of Payment to 
Applicant", If tne farm covered by NCGR-17 is a cotton farm, 
the percentage to be entered in columns (a), de) le) 7 ue 
and (k) of NCR-18C shall be taken from column (1) of NCR-18. 
If the ferm covered by NCR-17 is a shnarecropper farm, the 
percentage to be entered in columns (c), fe), (2h th) ee 
(k) of NCR-i8C shall be teken from column (3) of NCOR-16. 12 
en applicant is entitled to receive different shares of the 
same crop, for exemple, if he is entitled to receive 40% of 
the cotton crop on 50 acres and 50% of the cotton crop on an 
additional 30 acres on the farm, the data for such applicant 
will be entered on two lines on NCR-18. In such cases, the 


percentages for such applicant shown in columns (4) on) (4) 


J- 


«8G sl 
of NCR-18 shell be added and entered on NCR-18C as a single entrys 
Column (a) shall be obtained vy multiplying the tobacco payment 
shown da the heading of column (ad) by column (c).. 
Seber (f) shall be obtained by multiplying the cotton payment 
shown in the heading of column (f) by column (e). 
Column (h) shall be obtained by multiplying the sugar beet payment 
shown in the heading of column (h) by column fe): 
Column (j) shall ve obtained dy multiplying the flax payment shown 
in the heading of ap iain (j) by Earn (305 
Column (1) shall be obtained by multiplying the general payment 
shown in the heading of column (1) by column (x). 
Column (m) shall be obtained by adding the entries in columns 
(dn (i), Ki) pha), end) (1). 
Examine the entry in the heading of column (0). 
(1) If such entry is zero 
(2) Meke no entries in columns (n) and (0) 
(ob) Enter in column (p) the entries in column (in). 
(2) If such entry is not zero 
(a) Column (n) shall be obtained by dividing the entry in 
each line of column (m) by the totel of column (m). 
(b) Column (0) shall be ootained by multiplying the amount 
shown in the heading of ee (o) by column (n). 
(c) Column (p) shall be obtained by subtracting from 
column (m), the entries in column (0). 
Enter in column (q) the entries shown in column (0) of NCR-18E, 
Column (r) shall be obtained py adding the entries in columns 
(p) and (4). 


Examine the entry in the heading of column (t). 
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OS 
is not attached. In addition, indicate on RF-~2 that both lots 
, are to be scheduled on the same aCP-22, 
7. For each block of NCR-15 Wnich covers cotton farm or sharecropper 
farm, make the following transfers from NCR-18, NCR-18A, iCR-183, 


and NCR-18C to NOR-16, Parts I to VII, inclusive, 


© 


- If tne NCR-18 is for 2 cotton Larm, transier column (i) oF 
; 4 NCR-18 to column (ce) of NGR+16, Part I, II, III, IV, or V; 
whichever is used for the data relative to the soil depleting 
} 
base shown in the group heading over columns (c) to (1), 
inclusive, of HWCR-18. 
b. If the NCR-18 is for a sharecropper farm, transfer colum (j) of 
NCR-18 to column (e) of NCR-16, Part 1, Il, III, IV, or V, which 
ever is usea for the data reletive to the soil depleting base 
shown in the group heading over columns (c) to (1), inclusive, 
of NCR-18, 
c, If there are two percentages for an applicant on successive lines 
in column (j) or (1) of NCR-18, add such percentages and transfer 
the total to column (e) of NCR-16, Part I, II, III, IV, or V, 
whichever is applicable, 
d. Transfer 15(f) of NCR-18A to column (m) of NCR-16, Part VI, 
e. Transfer 16(f) of NCR-184 to column (n) of NCR-16, Part VI. 
nd f, Transfer column (n) of NCR-18C to column (0) of NCR-lo, Pert VI. 
Entries will have been made in column (n) of NOR-18C only when 
an entry otner than zero appears in the heading of column (0) of 
such form. If such entry is zero, and the landlord or operator 
executed an NCR+15, obtein entries in column (n) of NCR-18C for 
such landlord or operator by dividing the entry in column (nm) 


opposite the neme of sucn landlord or operetor by the totol of 


Ls 


se ag eee 
column (m). 

g. Trensfer column (1) of NCR-18B to column (1) of NCR-16, Part Vil. 

h. Trensfer column (n) of NCR-18B to column (g) of NCGR-16, Part VII. 
Compute entries in column (n) of NCR-18B only when necessary, that 
is,’ when the ownér or operator of the cotton farm or sherecropper 
farm executed NCR-15,° Obtain entries in column (n) of NCR-18B in 
such cases as follows; 

(1) If an entry hes not been made in column (m), obtain such 
entry by dividing the entry in column (e) by the total of 
column (1). 

(2) Obtain entries for the operator and landlord in column (n) 
by multiplying the entries in column (1) for such applicants 
by the entry in column (m). 

1. When NCR-17 is not attached to an NCR-15, ome block of which covers 
a cotton farm or snarecropper farm, obtain tne entries for NCR-16 
from the NCR-18, NCR-13A, NCR-18B, and NCR-18C which were prepared 
for the NCR-12 or NCR-15 to which NCR-17 is attached, 

S. After the necessary transfers from NCKR-18, NCR-18A, NCR-18B and NCR-18C 
to NCR-16 have been made, perform the computations on NCR-16 in 
accordance witn instructions in Section II of Part V of NCR-20, Revised, 

“1. Verify the computations on NCR-18 (Part 1), as follows; 

a. Add the entries in column (ad). If the result obtained does not 
equal the figure entered in the last line of column (g), verify 
the total of columns (d), (f), or (j.) of NCR-17, depending upon 
the nome of the soil depleting base for which computations have 


been made on NCR-18, 


Be 
+ # 
ie! 

4, 
ij} 
mm) 


ey hve 
b. Add the entries in colums (ve), (f), (Jj), (k) and (1). If the 
total ootained tor any column differs from the printed total in 
the last line of such column by more than 0.09, verify the 
computations mace to obtain the entries in such column, 
Verify the computations on NCR-18A followings the instructions to com- 
puting clerks in Section I of Part V of NCR-2O, Revised, 
Verify the computations on NCR-1&B as Tollows;: 
ae dod the entries in columns (k) and 1). If the totals of these 
two columns do not agree, recormpute all entriés in column CHE 
bo. Add the entries in column (o). If the result obtained differs by 
more than $0.10 from the total of column (1) or the entry in the 
first line of column (e), whichever is smaller, recompute ell 
entries in columns (m) and (0), 
Verify the computations on NCR-18C as follows; 
a, Add the entries in column (p). If the result obteined differs 
from 19(f) of NCR-18A by more then $0.10, proceed as follows: 
(1) Verify the transfers of entries from 14(a), 14(b), 14{e), 
14(d) and 14(2) to the group headings over columns Cc), ame (06 je, 
(o} and (f), (g) and (h), (i) and (Jj), and (k) and (1), respective- 
ly. If an error is found, correct such error and recompute all 
entries (in the appropriate column, 
(2) Add the entries in columns (4), (f), (h), (3), and Ci 
If the result obtained for any column differs from the entry 
in the group neading over such column, verify all transfers 
from NCR-18 to column (c), (e), (#), (i), or (k), whichever 
is applicable, and recompute the entries in column (d), (f) 
(nh), (5), or (1), whichever is applicable, 


(3) Verify the entries in column (m). Correct the entries in 


Be. 
column (m), if necessary. 

(4) Add the entries in column (m). Correct the total, if 
necessary. 

(5) Verify the entry in the heading of column (0) by checking 
against the entry in 18(f) of NCR-18A. Correct such entry, 
if necessary, 

(6) If the entry in the heading of column (0) is zero, verify 
the transfers of entries from column (m) to column (p). 

(7) If the entry in the heading of column (0) is not zero, 

(a) Add the entries in colum {o),. If the result ob- > 
tained differs from the entry in the heading of such 
column by more than $0.10, recompute all entries in 
columns (n) and (0). 

(b) Verify the entries in column (p). Correct such 
‘entries, if necessary, 

(8) If an error is found in any of the preceding steps 1 to 7, 
inclusive, correct subsequent operations which are affected 
by such error, 

b. Add the entries in columns (a) and (r). If the total of column 
(r) differs from the sum of the totals of columns (p) and Cre 
verify all entries in column (r), 

ec, Add the entries in column (t). If the result obtained does not 
equal the entry in tne neading of column (t), verify all entries 
in columns (s) and (%), 

d. Add the entries in column (u). If the result obtained does not 
equal the figure obtained by subtracting from the total of cotame 


(r) the total of column (t), verify all entries in column (aie 


wi eO 
é, Add the entries in column (v). if the total of columns (q) 
and (v) does not equal the total ne column (u), recomsute all 
entries in column (v). 
f, Add the entries in column (w) If the result obtained differs by 
more than $0.10 from the result obtained by multiplying the total 
of column (u) by 90 percent, verify all entries in column (w). 


For each block of NCR-15 which covers a cotton farm or sharecropper 


farm, verify the transfers from NCR-18, NCOR-184, NOR®18B, and NCR-1806 


to NCR~16, following the instructions to the computing clerk in 

pectvione!? ofthis Partry, 

After all computations have been verified on NOR-18, NCR-18A, NCR-18B 

and NCR-18C, 

&. Enter "xxx" in column (q) of NCR-17 cpposite the names of the 
operator and landlord, if any. 

b. Enter in colum (gq) of NCR-17 opposite the name of each share- 
cropper who signed in column (r) the amount shown in column (w) 
of NCR-18C opposite the name of such sharecropper, 

ec, Obtain the total of all entries in column (q) of NCR-17, and 
enter such total in the space provided therefor, 

Execute that part of NCR-12, NCR-15, and NCR-17 headed "Certificate 

of Administrative Officer" as follows; 

a. Transfer to the space following the words "Approved Payment to 
Applicant" on NCR-12 the entry in column (w) of NCR-18C, opposite 
the name of the operator or landlord who executed such NCR~12. 

b. Transfer to the space following the words "Net Payment to Share- 
croppers" on NCR-17 the total of column (q) of NCR-17. 

Cc. Hnter the date and sign in the space provided for the signature 


of the examiner on NCR-12 and on NCR-17, 


_- 8 ~ 


d. When one -or more blocks of NCR-15 cover cotton farms or shere- 


cropper farms, follow the instructions contained in Section III, 


Part V of NCR-20, Revised, in executing the "Certificate of 


Administrative Officer" on NCR-15. 


PART VI ~ PAYMENT SCHEDULE 


(Operation No. 6) 


When there are included in a county block forms NCR-l2 and NCR-15, 


which cover cotton farms and sharecropper farms, the data to be entered 


in the heading and in columns (a) and (bd) of forms ACP-13B and ACp-13A4, 


shall be taken from such forms NCR-12 or NCR~15 and from R¥-2, in accord- 


ance with the instructions contained in Part VI of NCR-20, Revised. Data 


from forms NCR-17 and NCR-18 shall be entered on forms ACP-14B and ACP—13A, 


in accordance with the following instructions; 


I. Instructions to Typists, 


be 


In preparing ACP-13B and ACP-13A, enter in column (bd) the 
name and address of the operator who executed NOR-l2 or 
NCR-15 before entering the names of any Sharecroppers,. 


The serial number to be entered in column (a) of ACP-13B 


_and ACP-13A for each sharecropper shall be taken from NCR-17,. 


The nemes of sharecroppers to be entered in column (b) of 
ACP-13B and ACP-13A will be found in column (r) of NCR-17. 
Type the names of the sharecroppers in the same style as the 
Signatures of such sharecroppers, except when a different 
stylevis designated by the-examining clerk.” In’the latter 
case, the examining clerk will have securely fastened to 
NCR-17 over the signature of the sharecropper, a slip of 


paper showing the payee's name as such name should appear 


ve 


ye 


66 


Be Ee = 
on APC-13B and APC-13A. Care should be taken to avoid 
duplicetion of names in column (b) of ACB-13B and ACB-13A, 
The signatures of the operator and landlord, if any, will 
appear in column (r) of NCR-17, as well as on NCR-le2 or 
NCR-15. The names of such parties snall be taken from the 
NCR-12 or NCR-15 and only the nemes of sharecroppers snall 
be taken from NCR-17,. 
The address of each sharecropper will be found in column 
(a) of NCR-17 either on the same line as the signature of 
such sharecropper in column (r) or on the next succeeding 
line. Enter the names of the town and State only, as the 
payee's address, 
The Net Class I Payment to be entered in column (c) of 
ACP-13B opposite the name of each snarecropper shall be 
taken from column (v) of NCR-18C (Part IV) on tne line 
opposite the name of such sharecropper in column (bd) of 
NOR-18C. 
The Class II Payment to be entered in column (d) of 
ACP-13B opposite the name of each sharecropper shall be 
taken from column (q) of NCR-18G on the line opposite 
the name of such sharecropper in column (b) of NCR-18C. 
The amount to be entered in column (e) of ACP-13B and 
column (d) of ACP-13A opposite the name of each share- 
cropper shall be taken from column (w) of NCR-18C on 
the line opposite the name of such sharecropper in 


column (b) of NCR-18C. 


- 32 As 
8. If the operator or landlord named on NCR-17 executed 

an NCR-12, the information to be entered in columns 

(c), (4), and (e) of ACP-13B shall be taken from NCR-18C. 

If such operator or landlord executed NCR-15, the data 

for columns (c), (ad), and (e) of ACP-13B shall be taken 

from NCR-16, in accordance with instructions contained 

in Pat VI of NCR-20, Revised. 

9. Forms ACP=-14 and ACP~22 shall be prepared as set forth 
in Part VI of NCOR-20, Revised. 
II. Instructions to Review Clerks. 
1. Verify the entries for sharecroppers on ACP+12B and ACP-13A 
2s follows: 

a. Verify columns (a) and (b) by checking against the 
corresponding items on NCR-17. 

b. Verify columns (c) and (4) of ACP~12B by checking 
against the corresponding items on NCR-18C. 

c. Verify column (e) of ACP-13B and column (da) of ACP-13A 
by checking against the corresponding items on NCR-18¢ 
and on NCR-17. 

ae Check to determine that the names of operators and land- 
lords on ACP-13B and ACP-13A have not been duplicated. 

3. Verify other entries on ACP-13B and ACP-134 and all entries 
on ACP-14 and ACP-22, as set forth in Part VI of NCR-20, 


Revised. 


Lee 
PART VII = APPLICATION CLRARANCE UNIT 
(Operation No. 7) 

This procedure shall be followed (1) in conneéetion with the 
handling of ell“forme NOR-12 and NOH-15 which Cover cottoh farms and 
sharecropper farms in States where ae entry and computation work in 
connection with such forms is performed in the Application Clearance 
Unit, and (2) in connection with the handling of suspended forms NCR-12 
and NCR-15 which cover cotton farms and sharecropper farms in States 
where the entry and computation work in connection with such forms 
is performed by a designated Rea of clerks in the Entry and Computa- 
tion Units. 

The procedure outlined in Part VII of NOR-20,' Revised, shall 
be followed in obtaining corrections for suspended forms NCR~12 or 
NOR-15 which cover cotton farms or sharecropper farms. 

I. Instructions for Preparation of NOCR~18, NCR-184, NCR-18B, and 

NCR-18¢. 

If an NCR-12 or NOR-15 to which NCR-17 is attached has 
not been suspended but has been transmitted from the Examination 

Unit to the Application Clearance Unit for handling or if a 

suspended NCR12 or NCR-15 to which NCR-17 is attached has been 

cleared by sderecmene cies. the correspondence clerk shall prepare 
forms NCR-18, NOR-18A, NCR-18B, and NCR-18C in accordance with 
the instructions in Part IV of this procedure. Thereafter, such 
cases shall be released to computing clerks who shall perform and 
review the computations on such forms as outlined in Part V of 
this procedure. The correspondence clerks shall then approve 
forms NCRe17, NOR-12, and NOR-15 for payment in accordance with 


instructions contained in Section II of Part V of this procedure. 


td 


ae a 


When such cases are released to the Payment Schedule Unit, forms 


NCR-12 or NCR-15 which cover the same farm shall be included in 


the same lot. 


Instructions for Matching Forms NCR-~1l2 or NCR-15 Executed by 


the Landlord and Operator of the Same Farm. 


Ll. 


If an NCR-12 or NCR-15 executed by the operator of a cotton 


farm or sharecropper farm has been received, determine the 


serial number of the NCR-12 or NCR-15 executed by the land- 


Jord on such farm by checking NCR+6 for the work sheet nun- 


ber shown on such operator's NCR-l2 or NCR-15. 


Qe 


if a setrial number appears in column (3) of NCR-6 

for succh work sheet number, obtain the NCR-12 or NCR-15 

for siach serial number and handle such NCR-12 or NCR-15 

toge’ther with the operator's NOR-12 or NCR-15 as outlined 

in ‘Parts IV and V of this procedure. 

If a serial number does not appear in column (3) of 

TiCR-6 and if there is not attached to the operator's NCR-12 

or NCR.15, a statenent indicating that the landlord does not 
intend to execute an NCOR-12 or NCR-15, determine by cor- 
respondence with the county committee whether the landlord 
intends to execute an NCR-12 or NCR-15. Hold the operator's 
NCR-l2 or NCR-15 in the Application Clearance Unit file 

until the landlord's NCR-12 or NCR-15 is received or until 

it is established that the landlord does not intend to 

execute an NOR-12 or NCR-15. 

When a landlord's NCR-12 or NCR-15 is received, the serial number 
of the operator's NCR-12 or NOR-15 should appear in line 9 of such 


landlord's NCR-12 or NCR-15. Obtain the operator's NOR-12 or NCR~ 


15 and handle such forms in accordance with the instructions out- 
lined in Parts IV and V of this procedure. 


Issued February 7, 1937 
NOR-20, Revised Rar 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
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RELATED FORMS UNDER THE PROVISIONS OF 
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GENERAL 


The instructions contained herein supersede the instructions 
contained in NCR-20, Revised as of November 7, 19236, and all amendments 
subsequently issued. These instructions shall be followed in the Applica- 
tion for Payment Section in handling applications for payment and related 
forms from the time they are received in the State office until they are 
submitted to the General Accounting Office, 


Members of the State Committee and clerks in the State office 
should become thoroughly familiar with the instructions contained herein 
and with all other pertinent provisions and instructions issued relating 
to the 1936 Agricultural Conservation Program in the North Central Region, 
Deviation from these instructions will not be permitted. When there is a 
question relative to the procedure to be followed in any case, such 
question should be referred to the immediate superior. 


Changes or corrections must not be made on any form used in 
connection with the 1936 Agricultural Conservation Program unless such 
changes or corrections are specifically authorized by these instructions. 
In making any corrections authorized by these instructions, draw a line 
through the incorrect entry in such a manner that the entry will remain 
legible and insert the correct entry in the nearest available space. 


In these instructions, reference to entries on any form will be 
made by line number and column heading. For example, the entry in line 
1, column (a) of Section II of NOR-12, or of any block of Section II 
of NCR-15, will be referred to as "l(a) of NCR-le" or "l(a) of NCR-15"; 
the entry in line 2, column (c)-of NCR-14 will ve referred to as 
"2(c) of NCR-14." 


The following definitions are used herein in addition to the 
derinitions contained in NCR-B-l1, revised as amended: 


1. COUNTY BLOCK means all applications for payment and 
related forms which are received in the State office 
from one county at one time. 


&. PRIORITY SLOCK NUMBER means: the number assigned to a 
county block. 


3. LOT means a group of not more than 100 applications 
for payment from the same county. 


4. LOT NUMBER means the number assigned to a lot. 


on 


SUSPENDED CASE means any application for payment, 
together with related forms, which is not acceptable 
for payment without correction or information, or 
under which no payment is due. 


6. APPLICATION FARM means any farm, data for which are 
listed on NCR-12, and any farm, data for which are 
listed in a block of NCR-15 and not marked "N.A.F." 
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7, NON-APPLICATION FARM means any farm, data for which 
are listed in a block of NCR-15 and marked "N.A.F.": 


8. COTTON FARM means any share-rented farm or farm operated 
with the aid of sharecroppers in Area "B" or in Area "Cl" 
which has a cotton base or on which cotton was grown in 
1536s 


9. SHARECROPPER FARM means any farm other than a cotton 
farm operated with the aid of sharecroppers in 1936. 


The Application for Payment Section shall be divided into seven 
units. The work performed in any one unit shall be considered as an 
operation which will consist of one or more steps. The following is a 
brief outline of the steps performed in each operation: 


1. Acceptance Unit: To spot-check the computations on 
summaries of performance; to spot-check data on apolica- 
tions for payment against data on corresponding summaries 
of performance; to spot-check to determine that acceotable 
addresses and signatures are inserted on applications for 
payment; to return to the county any trausmittal of ap- 
plications for payment and related forms which appear upon 
examination to be incorrectly or incompletely executed; 
and to release to the Receiving and Files Unit any trans- 
mittal of applications for payment and related forms which 
appear to have been properly executed. 
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Receiving and Files Unit: To stamp all forms with tne 

date of receipt; to prepare and maintain county progress 
records; to prepare lot records; to release applications 
for payment and related forms to the Examination Unit; 

and to file copies of computation sheets which are received 
from the Statistics Section in the State office. 


Ol 
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Examination Unit: To check the entries on summaries of 
performance; to check the transfer of data from summaries 

of performance to applications for payment; to check the 
bases, yields, and productivity indexes on applications 

for payment against approved bases, yields, and productivity 
indexes; to determine the acceptability of signatures on 
applications for payment; to designate the names of payees 
as they should appear on checks; to detach and forward to 
the Statistics Section of the State office the summaries 

of performance attached to acceptable applications; 

to release acceptable apolications for payment to the 

Entry Unit; and to release suspended cases to the Application 
Clearance Unit. 


4. Entry Unit: To transfer the data from applications for 
oayment and rates of payment from NCR-B-2c, Revised, as 
amended, and NCR Misc. No. 7-36 to computation sheets; to review 
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the figures entéred on computation sheets; and to 
release applications for payment and related forms to 
the Computation Unit. 


5. Comnutation Unit; To make and enter on the computation 
sheet all computations which are necessary to determine 
the amount of payment due an applicant; to determine the 
percent of deductions for county association expenses; to 
review computations; to transfer amounts of payment from 
computation sheets to applications for payment; to approve 
applications for payment; and to release applications for 
payment, computation sheets, and related forms to the 
Payment Schedule Unit. 
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Payment Schedule Unit; To prepare, check, and certify 
vouchers for payment; to prepare schedules of disburse- 
ments; to release applications for payment, originals 

of computation sheets, originals and copies of vouchers 
and schedules of disbursement to the General Accounting 
Office; to release copies of computation sheets to 

the Statistics Section; and to release copies of vouchers 
and schedules of disbursement to the Accounting Section 
of the State office. 


7. Application Clearance Unit: To notify county committees 
of corrections which have been made on transmittal sheets; 
to request the corrections necessary to clear suspended 
cases; to perform all necessary checking, entry, and 
computation operations in connection with suspended cases 
which have been cleared; to release corrected applications 
for payment and related forms to the Payment Schedule Unit; 
to indicate, in proper cases, what farms should be non- 
application farms; and to notify county committees concern- 
ing applications for payment under which no payment will be 
made. 


Persons who handle the mail received in the State office will, 
upon receipt of a transmittal of applications for payment and related 
forms, forward such transmittal to the Acceptance Unit. Any mail re- 
ceived in the State office directed to the Application Clearance Unit 
will be transmitted directly to the Application Clearance Unit. Like- 
wise, any mail received in the State office relative to suspended cases 
or the status of any case will be forwarded directly to the Application 
Clearance Unit. 


The following forms are to be used in connection with the pro- 
cedure and instructions set forth herein. A sufficient supply of these 
forms will be furnished to each State office. 


RF-1, County Progress Record. <A record of the contents and 
progress of all county blocks and lots from each county. 
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Rie, Lot ‘Record. A record of toe contents and progress of a 
lot, and a record of the persons handling such lot in 
each Unit. 


RF-3, Release of Lots and Suspended Cases. A record of the 
release of a county block or lot from one unit to 
another. The reverse side of RF-3 may be used as a 
record of work assigned in the unit which receives 
-the county block or lot. 


RF-4, Suspension Sheet. A notice of the suspension of an 
application for payment. 


RF-5, NCR-13 Correction Sheet. A notice of any corrections 
which are made on a transmittal shéet, NCR-13. 

RF-6, Request for Application or Related Forms. A request 
to the Receiving and Files Unit for any application 
for payment or other form which is needed in the 
examination of another application for payment or 
related form. 


When RF-4 is used in any unit to suspend a case, indicate thereon 
the priority block number, the State and county code, the lot number, 
the serial number, and all reasons for the suspension of such case. 


; Chart showing Flow of Applications for Paymont and 
Related Forms in State Offices in the North 
Oentral Region 
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GENERAL 


Instructions contained herein supplement the instructions 
contained in NCR-20, Revised, and are to be followed in connection 
with the handling of any application for payment wnich covers a 
cotton farm or a sharecropper farm. 


The following definitions are used herein: 


1. Cotton farm means.any share-rented farm or farm operated 
with the eid of sharecroppers in Area "'B"-or in Area "aM 
which has a cotton base or on which cotton was grown in 
1936. 


2. Sharecropper farm means any farm other than a cotton 
farm operated with the aid of sharecroppers. 


Since only a relatively small number of applications for payment 
covering cotton farms and sharecropper farms will be received in the 
Application for Payment Sections of some State offices, it may be 
advisable to perform the entry and computation work in connection 
with such cases in the Application Clearance Unit. However, in other 
States, particularly Missouri, where a larger percentage of appli- 
cations for payment will cover cotton farms and sharecropper farms, 
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it may be preferable to designate a certain clerk or group of clerks 
in the Entry Unit end Computation Unit to handle such.cases. Such 
clerk or group of clerks should become. thoroughly famidiar with the 
instructions contained herein and in NCR-20, Revised, end with all 
other pertinent provisions and instructions issued relating to the 
1936 Agricultural Conservation Program in the North Central Region. 


PART I - ACCEPTANCE 


When a number of forms NCR-17 and NCR-lla are included in a 
transmittal of applications and related forms, determine whether 
such forms have been prepared in such a manner as to warrant their 
acceptance for a determination of the amount of payment to be mace 
in connection therewith. 


In making this determination, spot check totals on NCR-lla 
against entries on NCR-11, unless such forms were submitted separately 
from forms NCR-12, NCR-15, and NCR-17; spot check totals on NCR-17 
against entries on NOR-12 or NCR-15; and spot check signatures and 
certifications on NCR-17. 


Follow the instructions contained in Fart I of NCR-20, 
Revised, in connection with the acceptance or rejection of any 
transmittal. 2 aT 


PART II ~ RECEIVING AND FILES 


In addition to the determinations set forth in Part II of 
NCR-20, Revised, the following determinations shall be made in son 
nection with transmittals of forms NCR-12 and NOR-15 which cover 
cotton farms and sharecropper farms. 


I. Instructions to Receiving Clerk. 


1. If the State and county code and serial number have 
not been entered on an NCR-17, enter on such NCR-17, 
the State and county code and serial number appearing 
on the operator's NCR-12 or NOR-15. 


2. Check the names of the applicants appearing in 
column (r) of each NOR-17 ag@inst the list of persons 
indebted to the United States Government. 


II. Instructions to Record Ulerk. 


1. In all States where forms NCR-17 are handled by-a 
designated clerk or group of clerks in the Entry 
Unit and Computation Unit, forms NCR-l2 and NCR-15 
covering cotton farms and sharecropper farms shall 
not be included in the same lot with other forms 
NCR-12 and NCRJ15 from the same county. In other 
States forms NCR-12 and NCR-15 covering cotton farms 
or sharecropper farms may be included .in the same 
lot with other forms NCR-12 and NCR-15 from the same 
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2. There should appear in line 9 of an NCR-12 or NCR-15 
executed. by the landlord of a cotton farm or’ share- - 
cropper farm, the serial number of the NCR-12 or NOR-15° 
executed by the operator of such farm. When possible, 
include both the landlord's and operator's forms NOR-12 
or NOR-15 in the same lot. 


a. When the NCR-12 or NOR-15 for both the operator and 
landlord of a cotton farm or sharecropper farm are 
in the same county block, enter in line 9 of the 
NCR-12 or NCR-15 for the operator, the serial number 
of the NCR-12 or NCR-15 for the landlord and enter in 
the margin of the NCR-12 or NCR-15 for the landlord 
the lot mumber of the lot in which the NCR-12 or NOR-15 
for the operator is included.- When the NCR-12 or NCR- 
15 for the landlord and operator are in different lots, 
indicate on RF-2 that such lots are to be scheduled on 

- the same ACP-22. 


b. When the NCR-12 or NCR-15 for the landlord is not in 
the same county block with the NCR-12 or NCR-15 for the 
operator, obtain the NCR-23 prepared for the landlord's 
NCR-12 or NCR-15 from the file clerk in ‘the Receiving 
and Files Unit and attach such NCR~23 to the landlord's 
NCR-l2 or NCR-15. If an NCR-23 for the landlord's 
NCR-12 or the applicable block of NCR-15 is not on file, 
prepare and attach RF-4 to such landlord's NCR-12 or 
NCR-15. 


5- In determining the number of applications covering cotton 
farms and sharecropper farms which may be included in one 
lot, determine that the number of payees does not exceed 
100. The number ofpayees may be determined by counting 
the number of names shown in column (r) of NCR.17. In 
determining the number of applications to be entered in 
the last line of Section I of RF-2, count only the forms 
NCR-12 and NCR-15 present. Do not count forms NCR-17. 


Pil. Instructions to File Clerk. 
When copies of forms NCR-23 or NCR-23, Revised, are received 
from the Payment Schedule Unit, file such forms in a separate 
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PART III —: EXAMINATION 


Upon receipt of a county block containing forms NCR-12 or 
NCR-15 which cover cotton farms or sharecropper farms, such county 
block shall.be assigned to a checking clerk for a check of the 
additions on forms NCR-11 and NCR-lla, unless such forms were 
previously checked in the Examination Unit orin the Statistics 
Section. Upon completion of such check, the county block shall be 
assigned to checking clerks by lots for a check of the entries on 
NCR-11 and NCR-lla and the transfer of entries from NCR-lla to NCR-17 
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ana from NCR-11 to NOR-12 or NCR+15. ‘Thereafter such county block 
shall be assigned to a pair of checking clerks by lots for a check 
of the entries on forms NCR-12 and NCR-15 against entries on NOCR-6. 
When a lot is completed by a pair of checking elerke at shall be 
assigned to an examining clerk. Then a lot is completed by an ex- 
amining clerk, it shall be assigned to a review overt. 
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I. Instructions to Checking Clerks - First Check. 


kL 


Check the additions on forms NOR-1ll in the Lob; 
following instructions outlined in Section I of Part 
IIT of NOR=20,") Revised. 


2. The totals tn columns (b), (e), (f), (i), (3), and 
(m) of NCR-lla must agree with the sum of the entries 
in the respective columns. 


3. If, in checking the additions on NOR-11 and NCR-lia 
it is found that an addition has been incorrectly 
made, suspend the NCR-12 or NCR-15 to which such NCR-11 
or NCR-lla is attached, except as provided in Part 
Ill, Section I, paragraph’l, of NCR-20, Revised. 


II. Instructions to Checking Clerks - Second Check. 


1. Check entries on forms NCR-lla which cover cotton 
farms as follows: | 


a. The total of column (b) must equal the total of 
column (e) 


b. The total of column (f) must equal the total of 
column (i). 


c. The total of column (j) must equal the total of 
column (m) . 


d. In some cases,-a soil-depleting base will have 
been established for a farm, but no crop planted 
in 1936. In such éase, zeros should appear in 
column (b), (f), or (j), but entries should appear 
in column (e) (i), or (m); the total of such entries 
should be 100.0 and the heading of column (e), (i), 
or (m) should have been deleted. The entries in 
colum (e), (i), or (m) should be equal, having been 
obtained by dividing 100 percent by the number of 
persons who furnished workstock and machinery for the 
farm. 


2. Check entries on NCR-lla against entries on NCR-11 as 
follows: ta 


a. The State and county code and wrk sheet number 
shown in the upper right-hand corner of NCR-lla 
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must agree with. the State and county code and 
work sheet number shown in the es gs right-hand 
corner of NCR-11. 


ioe The total of ora (b) of NCR-lla must equal 


13(c) or 14(c). of Table I of NCR+11, whichever 
shows the acreage of cotton planted on the farm 
covered by NCR-12- or. the ay yagi ploek LoL, 
NCR-15. 


c. The total of column (f) of NCR-lla must equal 
13(c) or 14(c) of Table I of NOR-1l, whichever 
bears the name of the crop: shown in the group 
heading over eee) toa, inelusive, of 
NCR-lla. 


d. The total of column (j)-of NOR-lla mist equal 
12(¢) of Table I of NCR-11 . 


e. There erie be entered ees luk (n) of NCR-lla 
the names and numbers of all soil-building 
practices for which each applicant shares in the 
payment. Determine that no practice has been 
listed in column (n) of NCR-lla thich does not 
appear in column (a) of Table LII of NCR-11 and 
that all practices. and practice numbers which 
are listed in columns (a) and (b) of Table III 
of NOR-11 appear-in column. (n) of NCR-lla. Deter- 
mine that the sum of the percentage figures in 
column (p) of NCR-lla for any practice does not 
exceed BLOG. 


f. Determine that the acrea age figure shown in column 
(0) of NCR-lla for any practice agrees with the 
acreage figure shown in column (c) of Table III 
of NCR-11 for such practice. 


Check entries on NCR-17 against entries on NCR-lla 
as follows: 


a. The State and county code and work sheet number 
on NCR-17 must agree with the State and county 
code and work sheet number on NCR-lla. 


bs The names of the omer, operator, and sharecroppers 
in column (a) of NCR-17 must appear in column (a) 
CP NCR-1ya. 


ec. All entries in columns (b) to (p), inclusive, 
of NCR-1”? must agree with the entries in the 
corresponding columns (b) to (p), inclusive, of 
NCR-lla, except that column (n) of NCR-17 will 
show only soil-building practice numbers while 
column (n) of NCR-lla will show the names of soil- 
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building practices tas ree as soil—building 
practice numbers, © 


4. If the State and Senne code and serial number on 
NCR-17 do not agree with the State and county code 
‘and: serial number on the operator's NCR-l2 or NCR-15, 
correct such data so. that. they agree. 


5. Check entries on NCR-1l and transfers from NCR-11 to 
NCR-1l2 or the applicable block of NCR-15, following 
the instructions to checking clerks in Section II of 
Part III of NCR-2O, Hevised,. 


III. Instructions to Checking Clerks - Third Check. 


1. For each NCR-12 or NCR-15 covering a cotton farm or 
sharecropper farm make entries on NCR-5 as hereinafter 
set forth. If the minor civil division code and work 
sheet number are not entered on NOR-ll, NCR-1la, 
NCR-17, NCR-12, or NCR-15,; or if an incorrect minor 
civil division code and work sheet number have been 
entered on such forms, enter the correct minor civil 
division code and work sheet number. If the correct 
minor civil division code and work sheet number 
cannot be ascertained, suspend the NCR-le or NOR-lo. 
If, in performing the checks outlined in the following 
paragraphs (a) to (f), inclusive, it is found that 

_an entry has already been made in column (2) or colum 
(3) of NCR-6 and an."0.K." hag not been entered in 
column (1) of NCR-6, prepare RF-4 indicating thereon 
the State and county code and serial number, the reason 
for suspending such case, and the serial number already 
entered in such column (2) or column (3). Two checking 
clerks working together aoote. make entries on NCR-6 
as follows: 


a. If an NOR-12 to which NCR-11, NCR-lla, and NCR-17 
are attached has not been suspended because of an 
error on NOR-11 or NCR-lla or because of an in- 
correct transfer from NCR-11 to NOR-l2 or from 
NCGR-lla to NCR-17, enter "0.42 am column 2): 
NCR-6 immediately to the left of the work sheet 
number. 


b. If the name of the applicant on NCR-1l2 agrees with 
' the name’ in either column (2) or (3) of NCR-6 
enter the serial number of such NCR-12 in the 
upper right-hand comer in column (2) or (3) in 
which such name appears... 


ec, If theiname of “the applicant on NOR-le does 
not agree with the name in either column (2) 
or (3) of NCR-6, and if an NCR-17 is attached 
to such NCR-12, enter the serial number of such 
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NCR-12 in the upper right-hand corner in column 
(2) of NCR-6, and enter a check mark (\) in the 
upper right-hand corner of column (3), unless a 
serial number has already been entered. 


d. If the name of the applicant on NCR-12 does not 
agree with the name in either column (2) or-(3) 
of NCR-6, and if an NCR-17 is not attached to 
such NCR-12, enter the serial number of such 
NCR-le in the upper right-hand corner of column 
(3) of NOR-6, and place a check mark (VV) in the 
upper right-hand corner of column (2) unless a 
serial number has already been entered. 


e. If the name of an applicant on NCOR-12 agrees with 
the name shown in column (3) of NCR-6, or if the 
name of the applicant on NCR-12 does not agree 
with the name appearing either in column (2) or 
(3) of NCR-6, and a serial number has already been 
entered in column (2) of NCR-6, determine that 
the serial number in column (2) of NCR-6 is the 
same as the serial number appearing in line 9 of 
NCR-12. If no serial number appears in line 9 
of NCR-12, enter in line 9 the serial number shown 
in column (2) of NCR-6. 


f. Follow the steps set forth in the preceding sub- 
divisions a to e, inclusive, for each block in 


wu 


Check the bases, yields, and productivity indexes on 
forms NCR-12 and NCR-15 against the approved bases, 
yields, and productivity indexes on NCR-6 and the 
special crop listing sheets, following the instructions 
outlined in paragraph 2 of Section II of Part III of 
NCR-2O, Revised. 


3. If an NCR-12 or NCR-15 for the landlord of a cotton 
farm or sharecropper farm is included in a county 
block and the NCR-12 or NCR-15 for the operator of 
such farm is not included in the county block, NCR-23 
should be attached to the NCR-12 or NCR-15 for such 
lendlord. If NCR-23 is missing, suspend such NCR-le 
or NCR-15. Each NCR-12 or NCR-15 for an operator of 
a cotton farm or sharecropper farm should have attached 
thereto an NCR-17. If NCR-17 is not attached to an 
NOR-12 or NCR-15 for an operator, prepare and attach 
RF-4 to such NOR-le or NCR-1L5. 


IV. Instructions to Examining Clerks. 
Except as otherwise provided in these instructions, the 


procedure set forth in NCR-20, Revised, shall be followed 
in connection with the examination of forms NCR-le or 
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NCR-15 which cover cotton farms or sharecropper farms. 
In addition, the following determinations shall be made: 


1. Determine that no unauthorized deletion has been 
mide in any printed matter on NCR-17. 


ae) 


If there are any erasures or corrections on NCR-17, 
determine that such erasures or corrections have been 
initialed by the member of the county committee who 
signed in Section V of NCR-17 and by at least one 
other committeeman. 


&.. If entries appear in columns (7), (2), 48), and (2) 
of NCR-17, determine that the name of a special crop 
such as tobacco, sugar beets, or flax has been entered 
in the group heading over such colums. 


4. a If an entry other than zero appears opposite the 
name of any applicant in column (b) of an NCR-17 
which covers a cotton farm, determine that 
entries also appear in columns (c), (d), and (e) 
of NCR-17, opposite such name. Similarly, if an 
entry other than zero appears in column (f) of an 
NCR-17 which covers a cotton farm, determine that 
entries also appear in columns (g), (h), and (i) 
and if an entry other than zero appears in column 
(j) of an NCR-17 which covers a cotton farm, de- 
termine that entries appear in columns (k), (1), 
and (m). 


b. If NOR-17 covers a sharecropper farm, no entries 
'. ghould appear in columns (e), (i), and (m). 


c. An entry must appear in column (d) of NCR-17 if 
an entry other than zero appears in 1(b) or NCR-12 
or the applicable block of NCOR-15. 


d. An entry mist appear in colum (h) of NCR-17 if 
an entry other than zero appears in 1(a), 1(c), or 
1(d) of NCR-12 or the applicable block of NCR-15. 


e. An entry must appear in column (1) of NCR-17 if 
an entry other than zero appears in 1(e) of NCR-12 
or the applicable block of NCR-15. 


5. Determine that, for each entry in column (n) of NCR-17, 
there are entries on the same line in columns (0) and 
(po) of NCR-1L?. 


6. Determine that dates have been entered in the spaces 
provided therefor in Sections IV and V of NCR-17. 


7. Determine that acceptable signatures appear in Sections 
III, IV, and Vand in column (+) of Sectron [0c NCh-27. 


10. 


ll. 


ies ee 


a. All signatures must have been affixed with pen or 
pencil. 


b. Signatures by mark mst have been witnessed by at 
least one disinterested person. 


Determine that the signatures in Sections IV and V are 
not those of any applicant named on NCR-17, and that 
the signatures in Sections IV and V are not those of 
the same person. 


The signature of each sharecropper in column (r) of 
NCR-17 should be identical with the typed name of 
such sharecropper in column (a) of NCR-17. Examples 
of acceptable and unacceptable differences between 
typed names and signatures appear in Part III of 
NCR-20, Revised. 


Determine the name of each sharecropper as such name 
should appear on the check issued as payment under 
NCR-17.> Ifathe signature of a sharecropper is in the 
style in which such name should appear on the check 
and is legible, such signature shall be used as a 
designation of the payee. If the signature is not 
in the style in which it should appear on the check, 
or if the signature is not legible, print the name 
on a slip of paper and staple such slip of paper 
over the signature of the sharecropper in such a 
manner that the signature will remain accessible. 
The names of payees as they should appear on checks 
are outlined in Part III of NCR-20, Revised, 


Initial each approved NCR-17 beneath the words 
"Schedule No." in the space headed "Certificate of 
Administrative Officer." 


V. Instructions to Review Clerks. 


a tr 


Examine all suspended forms NCR-17 to determine 
whether the suspensions are warranted. If the sus- 
pensions are warranted, initial RF-4 immediately 
beneath the signature of the examining clerk. If any 
suspension is not warranted, remove RF-4 upon approval 
of the person in charge and place NCR-17 in the 
proper place in the lot; initial such forms NCR-17 
beneath the words "Schedule No." in the space headed 
"Certificate of Administrative Officer." 


Examine all other forms NCR-17, following the in- 
structions to exemining clerks set forth in Section IV 
of this Part III. Determine that none of such cases 
should have been suspended and that the names of the 
payees have been correctly designated. Correct such 
designation, if necessary, upon approval of the 
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person in charge. Initial each approved NCOR-17 beneath 


the words "Schedule No." in the space headed "Certificate 


of Administrative Officer. !! 


In States where the entry and computation work in 
connection with forms NCR-l2 and NCR-15 covering 
cotton farms and sharecropper farms is handled in the 
Application Clearance Unit, prepare and attach to 

each NCR-l2 or NOR-15 which covers a cotton farm or 
sharecropper farm an RF-4 indicating thereon "Cotton 
Farm" or "Sharecropper Farm", as the case may be. The 
serial numbers of such cases will be listed in Section 
III of R¥-3 and such forms NCR-12 and NCR-15 will be 
handled in the same menner as suspended cases are 
handled. 


PART IV - ENTRY 


The instructions contained in this Part IV shall be followed 
by clerks in the Application Clearance Unit in States where the entry 
and computation work is to be handled in the Application Clearance 
Unit and by a designated clerk or group of clerks in the Entry Unit in 
all other States. 


I. Instructions to Entry Clerks. 


foe 


Prepare NCR-18 for each NCR-12 or NCOR-15 to which an NCR-17 
is attached. Do not prepare NCR-14 for an NCR-l2 which 
covers a cotton farm or sharecropper farm except as herein- 
after provided. NCR-18 is in four parts. 


Parte. - Percentage Sheet 

Part 21 - Soil Conserving Payments and Deductions 
Farge Lo - Soil Building Payments 

Parte V - Grand Summary 


Parts I, II, and IV will be used in every case where there 
is an NCR-17 present. Part III will be used whenever an 
entry appears in column (n) of NCR+17 and also in cases 
where no entry appears in column (n) of NCR-17 if either 
the landlord or operator executed an NCR-15, or if the 
NCR-l2 or NCR-15 for the landlord is not ineluded in the 
same county block with the operator!s NCR-le or NCR-L15. 
When forms NCR-17 are attached to forms NCR-15, one set 
of forms NCR-18 will be used for each NCR-17. Use NCR+-14 
in preparing Part II of NCR-18. Strike the number '14" 
and insert the number "18A" after the words "Form 

NCR- ". Immediately below the words "August 25, 

1936" in the upper left-hand corner, enter the words 
"Part II -— Soil Conserving Payments". Strike the’ 

word "applicant" after the words "name of" in the 

second line in the upper right-hand corner and insert 

in lieu thereof the word "operator". If there are 

more applicants show on NCR-17 than can be listed on 


ry 
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Parts I, III; or IV of NCR-18, leave the last line of 
such forms blank; prepare another sheet of the proper 
form, leaving the first line blank. Proceed in the 
same manner if more than two sheets are necessary. 


Enter on each part of NCR-18 in the spaces provided 
therefor, the State and county code and serial number, 
the name of the operator, and the work sheet number. On 
Part II, enter the work sheet number above the title 
"Computation Sheet for One Farm" and encircle such entry. 


Transfer the entries from NCR-17 to NCR-18 (Part I), using 
care to make such entries on the line of NCR-18 opposite 
the name of the owner, operator, or sharecropper whose 

name appears opposite such entries on NCR-17. If there 

are entries in column (b) and in column (f) or column (3), 
use the second block of columns (c) to (1), inclusive. If 
there are entries in all of such columns, use another sheet 
of NCR-18. 


a. Transfer the names of the owner, operator, and share- 
croppers from column (a) of NCR-17 to column (b) of NOR-18. 


bd. If NCR-17 is attached to an NCR-15, enter opposite the 
name of the operator in colum (a) of NCR-18, the 
block number on NCR-15 to which NCR-17 relates. 


c. If entries appear in columns (b) to (e), inclusive, of 
NCR-17, enter the word ''cotton" in the group heading 
of columns (c) to (1), inclusive, of NCR-18 and transfer 
the entries from NCR-17 to NCR-18 as follows: 


NCR-17 NCR-18 
(1) Transfer column (e) to column (d) 
(2) " " (c) " " (zg) 
(3) " " Coole esta) 


d. If entries appear in columns (f) to (i), inclusive, of 


NCR-17, and the words "tobacco", "sugar beets", or "flax" 
have been entered in the group heading over columns (f) 
to (i), inclusive, enter such words "tobacco", "sugar 
beets!!, or "flax", over columns (c) to (1), inclusive, 

of NCR-18 and transfer the entries from NCR-17 to NCR-18, 
as follows: Me 


NCR-17 NOR-18 
(1) Transfer column (i) to column 


(d) 
(2) '! 1 (g) 1! f! (<) 
(3) " " (h) i 1" (i) 


us 
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e. If entries appear in columns (j). to (m), ‘inclusive, 
of NCK-17, enter the word "General" over columns (c) 
to (1), inclusive, using a second sheet of NCR-18 if 

“necessary, and transfer the entries from NCR-17 to 
NCR-18 as follows: 


MCRL aos 4 We ee ee NCR-18 


(1) Transfer column (m) ie Column (d) 
(2) Hh " (x) " " (z 
(3) " " (1) " " Ci) 


Hh 


Transfer the totals of columns (b), (f), and (j) 
of NCR-17 to the spaces provided therefor at the 
foot of the appropriate columns (g) of NCR+18. 


6+ If zero has been entered in column (bd), Coy ear ty) 
of NCR-17 and an entry other than zero appears in 
the appropriate column in line 1 of NCR-12 or of 
the applicable block of NCR-15, prepare NCR-18 for 
the appropriate soil depleting base. Proceed as 
fotlows eis ache oy - 


(I). If NCR-17 covers atcatton farm, transfer entries 
in column (e), (i) or (m), whichever is applicable, 
to. column (d) of NCR~is. . 


(2) If NCR-17 covers a cotton farm, transfer entries 
from column (d), (h) or (1), whichever is applicable, 
to column (j) of NCR-18. 


(3) If NCR-17 covers a Sharecropper farm, transfer 
entries from column (d), (h) or (1), whichever is 
applicable, to column (j) of NCR-18.. 


Transfer the entries’ from NCR-12 or the applicable block 

of NCR-15 to NCR-18A (Part II), following the instructions 
to entry clerks in Section I of Part IV of NCR-20, Revised. 
Do not make any entries below line 21 of NCR-18A. In 
transferring entries from a block of NCR-15 to NCR-18A, 
enter the block number immediately above the box heading of 
column (a) and encircle such entry. 


Transfer the entries from NCR-12 or the applicable block of 
NCR-15 and from NCR-17 to NCR-18B (Partemriye ia making 
entries on NCR-18B, do not enter the names of all applicants 
until it is determined how many lines are necessary to list 
the data for all soil building practices for which each appli- 
cant receives a share of the payment. for example, if the 
Owner receives a share of the payment to be made for three 
practices, list the data for the first of such practices 
opposite the name of the owner and list the data for the 

other two practices in the next two lines. Then, enter the 


name of the operator in the next line in column (b) and 
list the data for the practices for which the operator receives 
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a share of the payment. in the line opposite such operator's 
name and in‘the succeeding lines. Proceed in the same manner 


to list data for practices for which each sharecropper receives 
a snare of-the payment. 


‘“" as Transfer the names of the owner, operator, and sharecroppers 


O2 


from column (a) of NGR-17 to column (b) of NCR-183. 

b. If NCR-17 is attached to an NCR-15, enter in column (a) 
of NCR-18B, opposite the name of the operator, the. block 
number on NCR-15 to which NCR-17 relates. 


c. Transfer entries from NCR-12 or NCR-15 to NCR-18B as 


follows; 

NCR-12 

or NCR-15 NCR-183 
(i) " Transfer 5(f)" \ {to first line of column (c) 
(2) " 6(f) tt " " " " (d) 


d. Transfer entries from NCR-17 to NCR-18B as follows: 


NCR-17 NCR-18B 
(1) Transfer column (n) © to column (f) 
(2) " TT] (0) HT] " (h) 
ayn " (p) " G3) 


e. After all entries have been made in columns (f), (h), 
and (j) of NCR-18B, enter in column (g) of NCR-18B the 
rate of payment per acre for the soil building practice 
shown on each:line of- column (f) of NCR-18B. The rate 

- of payment per acre for each soil building practice will 
be found in eg Revised as of September 9, 1936. 


Transfer the names of the owner, operator, and sharecroppers 
from column (a) of NCR-17 to column'(b) of NCR-18C (Part IV). 

If NCR-17 is attached to NCR-15, enter in column (a) of NCR-18C, 
opposite the name of the operator, the block number on NCR-15 

to which NCR-17 relates. 


When NCR-17 is attached to NCR-15, perform the entry work 
on NCR-16, following thé instructions contained in Part IV 
of NCR-20, Rerate except that: 


ae <A percentage figure shall not be entered in column (e) of 
Parts. I, II, III, IV;’or V of NCR-16 for the cotton farms 
or sharecropper farms shown on NOR-15. 


be. No entries shall be made in columns (c) to (q), 


inclusive, of Part VI of NCR-16, for the cotton 
farms or sharecropper farms shown on NCR-15. 


c. No entries shall be made in columns (c) to (1), 
inclusive, of Part VII of NCR-16, for the cotton 
farms or sharecropper farms shown on NCR-165. 


8. If an NCR-17 is not attached to an NCR-1l2, which covers 
a cotton farm or sharecropper farm, or to an NCR-15, 
one block of which covers a cotton farm or sharecropper 
farm, do not prepare NCR-18, NCR-18A, NCR-18B, or NCR- 
8G Tor such case: 


II. Instructions to Review Clerks. 


1. Determine that the correct computation forms have been 
orepared for all forms NCR-12 or NCR-15 to which forms 
NCR-17 are attached. 


2. Verify the entry work on all forms NCR-18 in the lot, 
following the instructions to the entry clerk contained 
herein. Follow the instructions to the review clerk, 
contained in Part IV of NCR-20, Revised, with reference 
to the correction of errors on NOR-18. 


PART V_ - COMPUTATION UNIT 


The instructions in this Part V shall be followed by clerks in 
the Application Clearance Unit in States where entry and computation 
work in connection with Forms NCR-17 is performed in the Application 
Clearance Unit and by a designated clerk or group of clerks in the 
Computation Unit in all other States. 


Tee finstructionsste :ComputingaG lem. 


1. Make the computations on NCR-18 (Part I). Proceed next to 
make the computations on NCR-18A (Part II), through line 21. 
Then make the computations on NCR-18B (Part III), and NCR~18C 
(Part IV), respectively. Except as otherwise provided in these 


instructions, the figures involved in any computation shall ¢ 
be taken from the same line as that for which the computation 
is being made. y 


: x 


2. Computations for NCR-18 (Part I) - Percentage Sheet. 


a. If the -NCR=LS8 "is for aycotton, farmginatecs, ih tee comom, 
a farm, in Area "B" or: "C! and an entryaother than cere 
appears in either 1(b) or 10(b) of NCR-18A (Part II), obtain 
the entries for columns (e) and (f) of NCR-18 as follows; 


(1) Add the entries in column (a). If the figure obtained & 
does not agree with the figure already entered in the 
space provided for the total of column (d), check all 
entries in column (d) against the entries in column (e), 
(i), or (m) of NCR-17, whichever is applicable. If 
an error is: detected, cross out the insorrect entry 
and enter the correct figure in the same space. 


_- — 
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Note: If the total of column (d) is zero, do not 

“<. "perform any computations for Part I of NCR-18 
except that the entries for columns (k) and 
(1) shall be obtained (items d(1) and d(2) 
of this paragraph 2) when NCR-17 covers a 
cotton farm. 


Column (e)-shall be obtained by dividing the individual 


entries in colum (a) by the total of column (4d). 


Colum (f) shall be obtained by multiplying column (e) 
py 0.125. 


Do not perform the preceding steps (1) to (3), inclusive, 
if the farm covered by NCR-17 is a sharecropper farm. 


Column (h) shall be obtained by dividing the individual 
entries in column (g) by the entry in the space provided for 
the total of column (g). 


Column (j) shall be obtained by multiplying column (h) by 
column (i). 


Note: An entry will already have been made in column i) 


in some cases. In such cases no entries will have 
been madé in columns (g) and (h). 


If the NCR-18 is for a cotton farm, obtain the entries for 
columis (k) ‘and (1), as follows: 


(1) 


(2) 


(3) 


Column (k) shall be obtained by multiplying column ee 
by 0.5. 


Column (1) shall be obtained by adding the entries in 
columns (c), (f), and (k). 


Do not perform the preceding steps (1) and (2), if the 


~NCR-18 is for:a sharecropper farm. 


. Perform the computations outlined in paragraphs (a) “So. (a), 


inclusive, of this paragraph 2 for every soil depleting base 
listed on NCR-18. 


Computations for NCR-18A (Part II). 


Perform the computations for columns (a) to (f), inclu- 


sive, of NCR-18A through line 21, following the instructions 
to computing elerks in Section I of Part V of NCR-20, Revised. 
Do not make any entries or computations on NCR-18A below line ol. 


Computations for: NCR-18B (Part III) -°Soil Building Payments. 


ree 


The entry in the first line of column (e) shall be obtained 
by adding the entries in the first: line of columns (c) and 


~ (a) and multiplying such.sum by one dollar ($1.00). If the 


Laces 


Column (i) shall be obtained by multiplying column (g) by 


column (h), unless the practice number in column (f) is (m), 
in which case enter in column (i) the smaller of the amounts 


obtained by: 


(1) Multiplying the number of feet to the right of the 
practice number by $.004, or 


(2) Multiplying the number of acres in column (h) by the 
rate per acre in column (gz). 


Column (k) shall be obtained by multiplying column (i) by 
column (j). 


Enter in column (1) opposite the name of each applicant 
the sum of the entries in column (k) for such applicant. 


Add the entries in column (1) and enter the total in the 
Space provided therefor. 


Determine whether the entry in column (e) is equal to, 
greater than, or less than the total of column (1). 


(1) Ife thesentrysingcolumn (e)eis less than the total ot 
column (1), obtain the entries in columns (m) and (0) 
as follows: 


(a) The entry in the first line of column (m) shall be 
obtained by dividing the entry in the first line of 


column (e) by the total of column (1). 


(0) Column (0) shall be obtained by multiplying the 


individual entries in column (1) by the entry in 


the first line,of (column (im). 


(2). If the entry. in, column (e), is equal to om greater than 
the total of column (1), obtain the entry in column (m) 
and the entries in column (n) for the landlord, if any, 
and the operator, if such operator executed an NCR-15, 
as set forth in the preceding item (1). Then transfer 


all entries in column (1) to column (0). 


(3) If the total of column GL) isezero, cbtaim entries sox 
column (n) for the landlord, if any, and for the operator, 
if such operator executed an NCR-15. Proceed as follows: 


(a), If there is a landlord onsthe cotton farm or share- 
cropper farm, multiply the entry in column (e) by 50.0 
and enter the result in column (0) opposite the names 


of the ténanteand landlord. 


(bo) If the operator of the cotton farm or sharecropper 
farm is also the owner, transfer the entry in column 
(e) to column (0) 6n the line opposite such operator's 


“name. 


t 
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5+ Computations for NCR-18C (Part IV). Grand summary . 


Qe 


Transfer the entries from NCR-18A to NCR-18C as follows: 


NCR-18A NCR-18C 

(1) Transfer 14(a) to the heading over columns (c) and (a) 
(2) i 14(b) Pan " " " (e) and’ (f) 
(3) " Va), the ot tt " 1 (zg) and (h) 
(4) " Pace) leat TT " " (i) end“) 
-(5) " A, Ce yeaalt of il " " " (k) and (1) 
(6) tt 18(f) ty 1" " " (0) 

a " Bie) ans Al " " " Co) 


itevnere! vernoventry in l4va)4'14(b), 14{c), 14(a), 14(e), 
18(f), or 21(f) or if any of such entries is zero, enter 
a zero in the corresponding column heading of NCR-18C. 


The "Percentage of Payment to Applicant" to be entered in 
columns (c), (e), (g), (i), and (k) of NCR-18C shall be trans— 
ferred from NCR-18, (Part I). If a zero has been entered in 
tne heading over any of the columns of NCR-18C, there will be 
no entries in the column headed "Percentage of Payment to 
Applicant". If the farm covered by NCR-17 is a cotton farm, 
tne percentage to be entered in columns (c), (e), (g), (i), 
and (k) of NCR-18C shall be taken from column (1) of NCR-18, 
If the farm covered by NCR-17 is a sharecropper farm, the 
percentage to be entered in columns-(c), (ce), (zg), (i), and 
(x) of NCR-18C shall be taken from column (j).0f NCR-186 GF 
an applicant is entitled to receive different shares of the 
Same crop, for example, if he is entitled to receive 40% of 
tne cotton crop on 50 acres and 50% of the cotton crop on an 
additional 30 acres on the farm, the data for such apolicant 
will be entered on two lines on NCR-18. In such cases, the 
percentages for such applicant shown in columns (j) or (1) 


of NCR-18 shall be added and entered on NCR-18C as a single entry 


Column (a) shall be obtained by multiplying the tobacco payment 
shown in the heading of column (da) by column (c). 


Column (f) shall be obtained by multiplying the cotton payment 
shown in the heading of column (f) by column (e). 


Column (h) shall be obtained by multiplying the sugar beet pay- 
ment shown in the heading of column (h) by column (g). 


Column (j) shall be obtained by multiplying the flax payment 
shown in the heading of column (3) by column (i). 


Column (1) shall be obtained by multiplying the general payment 
shown in the heading of column (1) by column (k). 


Column (m) shall be obtained by adding the entries in columns 
(d), We); (iy), ‘Che and Clie 


ait 
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Obtain the oe of column (m). 


Examine the entry in Pes heading of column (0). 


(1) If such entry is not zero 


(a) Column (n) shall be obtained by dividing the entry in 
each line of column (m) by the total of column (m). 


(bd) Colin (0) shall be obtained by mulitplying the amount 
shown in the heading of column (0) by column (n). 


(c) Column (p) shall be obtained by subtracting from 
column (m), the entries in colwnn (0). 


(2) If such entry is zero, obtain the entries in column (n) 
for the landlord, if, any, and for the operator if such 
operator executed an NCR-15, as set forth in the preceding 
item (1). Then transfer all entries in column (m) to 
column (p). If the total of column (m) is zero, the entry 
in column (n) for the landlord, if any, and for the opera- 
tor if such operator executed an NCR-15, shall be the 
figure obtained by dividing 100.0 by the number of persons 
listed in column (b) of NCR-18¢C, 


inter in column (q) the entries shown in column (0) of 
NCH-18B. 


Column (r) shall be obtained by adding the entries in 
columns (p) and (q). 


Examine the entry in the heading of column (t). 
(1) If such entry is not zero 


(a) Column (s) shall be obtained by dividing 
the entry in each line of column (r) by the . 
total of column. (r). “ 


Note: If the total of column (r) is zero, 
the entry in column (s) for the land 
lord, and for the operator if euch 
operator executed an NCR-15, shall 
be the percentage in column (a), (h), 
or (1) of NCR-17 for the crop for 
which the largest total appears at 
the foot of column (b), (f f), or tae & 
respectively, of NCR-17. 


(b) Column (t) shall be obtained by multiplying 
the amount shown in the heading of column (t) 
by. column (s). 


ee is 


(c) , Column (u) shall be obtained by subtracting 
from column (r) the entries in column (t). 


C2). Tt such yams Evel rete, 
(a) Make no entries in columns (s) and Coe. 
(b) Enter in column (u) the entries in column (r). 
ne Do not make entries in column (vy) pand.(weat.. this time. 


If NCR-17 is not attached to an NCR-12 which covers a cotton farm or 


sharecropper farm, or to an NCR-15, one block of which covers a cotton 
farm or sharecropper farm, there should appear in line 9 of such NCR-1le2 


or of the applicable block of such NCR-15 the sevial number of the 
NCR-l2 or NCR-15 to which the NCR-17 covering such farm is attached. 


ae If the NCR-12 or NCR-15 to which NCR-17 is attached is 
included in the same ecunty block, the lot number of 
the lot in which such NCR-12 or NCH-15 is included 
should appear in the left-hand margin of the NCR-12 
or NCR-15 to which NCR-17 is not attached. 


be If the NCR-12 or NCR-15 for the landlord of a cotton 
farm or sharecropper farm is included in a county block 
and the NOR-l2 or NCR-15 for the operator of such farm 
is not included in such county block, an NCR-23 should have 
been attached to the NCR-le or NCR-15 for the landlord. 


ec. If the NCR-12 or XCR-15 for the operator of a cotton 
farm or sharecropper farm is included in a county block 
and the NCR-12 or NCR-15 for the landlord of such farm 
is not included in such county block, prepare NCR-23, 
Revised, in duplicate, for the operators NCR-12 or 
NCR-15, making entries in column (c) of such NCR-23, 
Revised, in accordance with the references in column 
(b) of such form. Attach NCR-23, Revised, to the NCR-18 
which was prepared for such case. (A sample copy of 
NCR-23, Revised, is attached at the end of this Part V). 


For each block of NCR-15 which covers a cotton farm or 
sharecropper farm, make the following transfers from NCR-18, 
NCR-18A, NCR-18B, and NCR-18C to NCR-16, Parts I to VII, 
inclusive. 


ae If the NCR-18 is for a cotton farm, transfer column 
(1) of NCR-18 to column (e) of NCR-16, Part I, IT, 
IiIl, IV, or V, whichever is applicable, except when 
there is a deduction for excess acres of tobacco, 
cotton or crops in the general soil depleting base, 
in which case, transfer the entry in column (s) 
of NCR-18C to column (e) of NCR-16, Part I, II or III, 
whichéver is applicable. If there is an excess acreage 
of sugar beets or flax on a cotton farm, transfer column (1) 


a 20s 


of NCR-18 to column (e) of NCR-16B, but in computing the 
entry for column (k) of NCR-16B, multiply the antry in 
column (j) of NCR-16B by the entry in column (s) of NCR-18C. 


b. If the NCR-18 is for a sharecropper farm, transfer column 
(j) of NCR-18 to column (e) of NCR-16, Part I, II, III, 
IV, or V, whichever is applicable, except when there is a 
deduction for excess acres of tobacco, cotton, or crops in 
the general soil depleting base, in which case transfer the 
entry in column (s) of NCR-18C to column (e) of NCR#16, 
Part’! il or Til, whteheverii. applicable. If there is an 
excess acreage of sugar beets or flax on a sharecropper farm, 
transfer column (j) of NCR-18 to column (e) of NCR-16B but 

' in computing the entry for column (k) of NCR-16B, multiply 

the entry in column (j) of NCR-16B by the entry in column (s) 
of NCR-18C. 


c. If there are two percentages for an applicant on successive 
lines on column (j) or (1) of NCR-18, add such percentages 
and transfer the total to column (é) of NCR-16, “Partai, 21. 
III, IV, or V, whichever is applicable. 


d. Transfer 15(f) of NCR-184 to column (m) of NCR-16, Part VI. 

e. Transfer 16(f) of NCR-18A to column (n) of NCR-16, Part VI. 

f. Transfer column (n) of NCGR-18C to column (0) of NCR-16, Part VI. 

g Transfer column (1) of NCR-18B to column (1) of NCR-16,.Part VII. 
he Transfer column (n) of NCR-18B to column (g) of NCR-16, Part VII. 


i. When NCR-17 is not attached to an NCR-15, one block of which covers 
a cotton farm or sharecropper farm, obtain the entries for NCR-16 
from the copy of NCR-23 or NOR-23, Revised, which was prepared for 
the NCR-l2 or NCR-15 to which NCR-17 is attached. 


8. After the necessary transfers from NCR-18, NGR-18A, NCR-18B and NOR-180 
to NCR-16 have been made, perform the computations on NCR-16 in 
accordance with instructions in Section II of PartvVof NCR-20, Revised. 


Y. When the percent of administrative expenses for the county has been 
determined, obtain entries for columns (v) and (w) as follows: 


ae Enter in the heading of column (v) of NCR-18C in the space 
provided therefor the percent of administrative expenses. 


b. Column (v) of NCR-18C shall be obtained by multiplying column 
(u) by the percentage figure in the heading of column (v). 


c. Column (w) shall be obtained by subtracting from column (u) 
the entries in column (v). 


Il. Instructions to Review Clerks. 


1. Verify the computations on NCR-18 (Part I), as follows: 


Bae Shee 


a Add the entries in column (d). If the result obtained does not 
equal tne figure entered in the last line of column (g), verify 
the total of columns (b), (f), or (j) of NCR-17, depending upon 
the name of the soil depleting base for which computations have 
been made on NCR-18. 


b. Add the entries in columns (e), (£), (j), (k) and (1). If the 
total obtained for any column differs from the printed total in 
the last line of such column by more than 0.10, verify the 
computations made to obtain the entries in such column. 


Verify the computations on NCR-18A following the instructions to com- 


puting clerks in Section I of Part V of NCR-20, Revised. 


Verify the computations on NCR-18B as follows: 


ae Add the entries in columns (k) and (1). If the total of these 
two columns do not agree,: recompute all entries in column (1). 


b. Add the entries in column (0). If the result obtained differs 
by more than $0.10 from the total of column (1) or the entry 
in the first line of column (e), whichever is smaller, re+ 
compute all entries in columns (m) and (0). 


Verify the computations on NCR-18C as follows: 


“a+ Add the entries in column (p). If the result obtained differs 


from 19(f) of NCR-18A by more than $0.10, proceed as follows: 


Cl 


(2) 


(3) 
(4) 


(5) 


(6) 


Verify the transfers: of: entries from 14(a), 14(b), 14(c), 
14(d) and 14(e) to the group headings over columns (c) and 
(d), (e),and (f), (g) and’ (h), (i) and (Jj), and (k) and (1), 


‘respectively. If an error is’ found, eorrect such error and 


recompute all entries in the appropriate column. 


Add the entries in columns (d), (f), (h), (3), and (1). 
If the result obtained for any column differs from the 
entry in the group heading over such column, verify all 
transfers from NCR-18 to column (c), (e), (2), (i), or 
(k), whichever is applicable, and recompute the entries 


in column (a), (f), (h), (j), or (1), whichever is applicable. 


Verify the entries in column (m). Correct the entries in 
column (m) i) oif necessary. 


Add the entries in column (m). Correct the total, if 
necessary. 


Verify the entry in the heading of column (0)' by checking 
against the entry in 18(f) of NCR-18A. Correct such entry, 
if necessary. yi a 


If the entry in the heading of column (0) is zero, verify 
the transfers of entvies from column (m) to column (v). 


De 


eel 
(7) If the entry in the heading of column (0) is not Zero, 


(a) Add the entries in column (o). If the result ob- 
tained differs from the entry in the heading of such 
column by more than $0.10, recompute all entries in 
columns (n) and (0). 


(b) Verify the entries in column (p). Correct such 
entries; if necessary. 


(8) If an error is found in any of the preceding steps Ll tours 
inclusive, correct subsequent operations which are affected 
by such error. 


be. Add the entries in columns (q) and (r). If the total of column 
(r) differs from the sum of the totals of columns (p) and? Cape 
verify all entries in column (r). 

c. Add the entries in column (t). If the result obtained does not 
equal the entry in the heading of column (t), ‘werlfy 210 
entries in columns (s) and (t). : 


d. Add the entries in column (u). If the result obtained 
does not equal the figure obtained by subtracting from 
the total of column (r) the total of column CE), verify 
all entries in column (u). 


When computations have been made in columns (v) and (w) of NCR-18C, 
verify such computations as follows: 


ae Obtain totals for columns (u), (v), and (). 


be Multiply the total of column (u) ‘by the percentage figure entered 
in the heading of column (v). If the. resuit differs from the 
total of column (v) by more than $0.10, verify all entries in 
Column (v). 


Cc. Subtract) from the totaleof eoalunn (u) the total of column v. 
If the result differs from the total of colunn (w) by more than 
S0..L0; verify all entries in colunn (w). If no error is found 
and it appears that the difference is due to rounding fractions, 
adjust the highest figure in column (w) by the amount of the 
difference. 


For each block of NCR-15 which covers a cotton farm or sharecropper 
farm, verify the transfers from NCR-18, NCR-18A, NCR-18B, and NCR-186, 
or from NCR~23, as the case may be, to NCR-16, following the instruc- 
tions to the computing clerk in Section I of this Part V. 


After all computations have been verified on NCR-18, NCR-18A, NCR-18B 
and NCR-18C, execute the certificate. of administrative officer on 
NCR-1”, following instructions in Part V, SectronsVir, paragraph 3 

of NCR-20, Revised. 
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NCR-20, Revised Issued February 9, 1937. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
Agricultural Adjustment Administration ccna, 
North Central Division F 


PART I - ACCEPTANCE UNIT 


(Operation No. 1) 


The Acceptance Unit will consist of one or more responsible 
persons who shall determine whether the Forms NCR-12 or NCR-15 
included in each transmittal accurately reflect the basic data taken 
from NCR-6 and the data relative to performance on farms covered by 
such Forms NCR-12 or NOR-15, and whether such forms have been prepared, 
signed, and certified in such a manner as to warrant their acceptance 
for a determination of the amount of payment to be made in connection 
therewith. | 


In some States, Forms NCR-11 are being transmitted to the State 
office separately from Forms NCR-12 or NCR-15. In other States, Forms 
NOR-1l are received attached to Forms NCR-12 or NCR-15. In States where 
Forms NCR-12 and NCR-15 are received without the corresponding Forms 
NCR-1l attached, the Acceptance Unit shall spot-check bases, yields, and 
productivity indexes in Section II of Forms NCR-1l2 and NCR-15 against 
approved bases, yields, and productivity indexes on NCR-6 and special 
crop listing sheets; spot-check signatures on Forms NCR-12 and NCR-15 
against typed names on such forms and against typed names on NCR-13; 
and spot-check to determine that addresses have been entered in Section 
I of Forms NCR-12 and NCR-15. Where tobacco is grown in a county, spot- 
check to determine that the name of the type of tobacco is entered in 
the appropriate spaces on NCR-12 and NCR-15. 


In States where Forms NCR-12 and NCR+15 are received with Forms 
NCR-11 attached, the following determinations, in addition to the 
preceding spot-checks, shall be made in connection with a sample of 
Forms NCR-11. 


Vai eo DO POTATAblelin decequal tosor less than 15(b) of 
Table I, 16(b) of Table I mst be zero. 


2. If 17(b) of Table I is less than 6(b) of Table ID) 27(b) 
of Table I must be zero. 


3. If 16(b) of Table I is not zero, 17(b) of Table I must 
not exceed 6(b) of Table II. 


4. If 27(c) of Table I is less than 27(b) of Table I, 16(c) 
of Table I must be gero. 


Shy be 
- 


5. 27(c) must not exceed ADEs 


6. If 16(c) of Table I is not zero, 27(c) of Table I mst 
equal 27(b) of Table I. 


If the examination and spot-check of Forms NCR-12, NOR-15, and 
related forms reveal that any considerable number of errors were made 
in the execution of such forms, the transmittal should not be accepted, 
but should be returned to the county. The county committee should be 
requested to recheck computations on NCR-10, transfers from NCR-10 to 
NCR-11, and transfers from NCR-11 to NCR-12 or NCR-15. The attention 
of the county committee should be called to the types of errors appearing 
on the various forms. 


In the event that a transmittal of Forms NCR-12 or NCR-15 is 
returned to the county, stamp or write the word "rejected" and the 
date of such rejection on the first sheet of the original and the 
first sheet of the copy of NCR-13 for such transmittal. File the copy 
of such NCR-13 in a "Rejected Transmittals'! file in the Acceptance Unit 
and return the original of such NCR-13 to the county committee with 
the Forms NOR-12 or NOR-15 and related forms. Request the county com- 
mittee to prepare a new set of Forms NCR-13 when resubmitting the re- 
jected transmittal. 


If the examination and spot-check of Forms NCR-12, NCR-15, and 
related forms do not reveal any errors in such forms, stamp or write 
the word "accepted" and the date of acceptance below the form number 
on the first sheet of the original and the first sheet of the copy of 
NCR-13. Such acceptance shall be initialed by the person in charge of 
the Acceptance Unit. File the copy of NCR-13 in an "Accepted Trans— 
mittals" file in the Acceptance Unit and release the original of NCR-13, 
the Forms NCR-le, NCR-15, and related forms to the Receiving and Files 
Unit. 


If the examination and spot-check of Forms NCR-12, NCR-15, and 
related forms do not reveal a sufficient number of errors to warrant 
returning the transmittal to. the county, prepare and attach RF-4 to 
each NCR-12 or NCR-15 in connection with which an error is found. 


In States where Forms NOR-12 and NOR-15 are received with Forms 
NCR-1l attached, spot-check to determine that Forms NCR-1l for the farms 
covered by the Forms NCR-12 and NCR-15 in a transmittal are included in 
such transmittal or are on file in the State office. If such spot-check 
reveals that any considerable number of Forms NCR-1l1 have not been re~ 
ceived in the State office, the transmittal of Forms NCR-12 and NCR-15 
should be held in the Acceptance Unit and the county committee should 
be notified to forward Forms NCR-ll immediately. In States where Forms 
NCR-1l are forwarded to the State office separately from Forms NCR-12 
or NCR-15, this spot-check need not be made if it is know that all 
Forms NCR-11 for the county have been received. 


NCR~20, Revised | . hanes February 9, 1937. 


United States Department of Agriculture 

Agricultural Adjustment Administration gee 
North Central Division 

PART II ~ RECHIVING aND FILES UNIT 


(Operation No. 2) 


The personnel of the Receiving and Files Unit shall consist of 
receiving clerks, record clerks, and file clerks, All clerks in this wit 
Shall use lead pencil. , 


I, Instructions to Receiving Clerks. 


1, 


When Forms NCR-11, NCR-12, and NCOR-15 are received, stamp on 
the back of such forms the date of receipt, 


Be 


When Forms NOR-1l are received attached to Forms NGR-12 
and NCR-15, do not detach such forms, 


When ¥orms NCR-1l are received separately from Forms NCR-12 
and NCR-15, forward sucn forms to 


(1) The Statistics Section if the additions on such forms 
are to be checked in that section, or 


(2) The Examination Unit if the additions on such forms 
are to be checked by the first checking clerk in that 
unit, 


NOT; The work of the first checking clerk in the 
_fixamination Unit may be performed either in 
the Examination Unit or in the Statistics 
Section, depending on conditions in the State 
office, 


Iwo clerks working together shall check the serial numbers and 
the names of the applicants on Forms NCR-12 and NCR-15 against 
the serial numbers and names listed on NOR-13, Enter a check 
mark (,/) in the left-hand margin of NCR-13 opposite each serial 
number for which there is in the transmittal an NCR-12 or NCR-15 
with a corresponding serial number. 


a, 


If an NCR-l2 or NCR-15 is received and the serial number 


, Of such form is not listed on NOR-13, enter on NCR-13 


such serial number and the name of the applicant, Initial 
NCR-13 to the right of the serial number. When a correction 
is made on NCR-13 with respect to an NCR-12 or NCR-15 prepare 
RF-5 and enter on such RF-5 in columns (a), (b), and (c), 

the information shown on such NCR-13 before correction and 
enter on the same line in columns (d), (e), and (f), 
information shown on NCR-13 after correction. 


/ nie 
If an NGR-12 or NCR-15 is missing for a serial number 

which is listed on NCR-13, draw a line through the serial 
number and all data opposite such serial number, and initial 
the deletion. Indicate in columns (a), (b) and (c) of RF-5 
the information snown on NOR+13 and on the same line in 
columns (d), (e), and (f) of such RF-5 enter the words 
Naoplication not in transmittal". 


when any Forms NCR-l2 or NCR-15 from one county aave the 
same serial number, refer such forms to the person in charge, 
who will determine whether they refer to the same farm 

or to different farms. If it appears that such forms have 
been executed by the same person and cover the same farm, 
prepare and attach RF-4 to each such NCR-le or NOR-15. 

If it is determined that such Forms NCR-l2 or NUR-15 refer 
to. different farms, the person in charge shall assign 

new serial numbers to such Forms NCR-l2 or NCr-15. ‘The 
first serial number so assigned to an NCR-1l2 in a county 
shall be 8001; to an NCR-15, 9001; to an NOR-l2 or NoR-15 
which bears the notation "cotton farm" or "sharecropper 
farm'' in line 9 of Section II, 9501, The person in charge 
shall assign subsequent serial numbers consecutively and 
shall maintain a record of serial numbers so assigned for 
each county, dnter such new serial’ numbers on NCOR-13 and 
on the appropriate NCR-le or NCR-15 and related forms, 

and indicate on RF-5 the original and the new serial 
numbers and the name of the applicant, 


If the State and county code has not’ been entered on an 
NCR-12 or NCR-15, and related forms, make such entry. 
If a serial number hes not been entered on an NCR-12 or 
NCR-15, determine from NCR-14 the correct serial number 
for such form and enter such serial numoer in the space 
provided therefor. are 


If an NCR-1l2 or NCR-15 is received and the State and 
county code and serial number are missing from such 
NOR-l2 or NCR-15 and also from NCR-14, assign a serial 
number to such NuR-l2 or NCR-15 as set forth in 
paragraph c, supra, entering tne State and county code 
and serial numpoer on NCR-13, and on such NCR-1le or 
NCR-15, #nter such data on HF-5, 


After all the corrections made on the Forms NCR-13 
in a transmittal heve been entered on R¥F-5, transmit 
such RF-5 to the Application Clearance Unit. 


A list of persons indebted to the United States 
Government will be furnished each State office. Such 
list will consist of the names of persons who received 
payment in excess of that due them under commodity con- 


tracts Which they executed with the Secretary of 


Lia 


| 
CG 
! 


Agriculture and the names of certain persons who are 
indebted to the Farm Credit Administration and other 
Federal lending agencies. Such list will be arranged 
alphabetically by counties. Check Forms NCR-13 for a 
county against the appropriate county list to determine 
whether any such persons have made application for pay- 
ment under the 1936 Agricultural Conservation Program. 

If information is received indicating that a person who 
is indebted to the United States Government has moved 
from one county to another, check Forms NCR-13 from the 
county to which such person has moved to determine 
Whether such person has made an application for payment. 
If there appears on NCR-13 the name of a person indebted 
to the United States Government, prepare and attach 

RF-4 to the NCR-l2 or NCR-15 executed by such person. 

If evidence on file in the State office indicates that a 
person whose name appears on the refund list has made the 
necessary refund, a memorandum to that effect should be 
attached to the NCR-l2 or NCR-15 executed by such person, 


This memorandum should be addressed to the General Account- 


ing Office and should be prepared for the signature of 
the Chairman of the State committee, 


Arrange in serial number order all Forms NCR-1l2, NOER-15, and 
related forms in the transmittal. 


The person in charge shall assign priority block number 1 to 
the first transmittal of Forms NCR-12 and NCR-15 accepted, 
Subsequent transmittals from the various counties shall be 
numbered consecutively in the order of receipt of such trans-— 
mittals, without regard to county codes. For example, if 

the first transmittal eccepted is from Washington County, 

it shall be assigned priority block No. 1; if the second 
transmittal accepted is from Jefferson County, it shall be 
assigned priority block No, 2. sxnter the assigned priority 
block number in the upper right-hand corner of the first 
page of NCR-13. 


The person in charge shall keep a record of the priority 
block numbers assigned and the lot numbers included in each 
county block. This record shall be referred to as the 
"Praority Block Number Register", 


Place NCR-13 on top of the Forms NCR-12, NUR-15, and related 
forms in the transmittal and release the county block to the 
record) clerk. 


Instructions to Record Clerks. 


1, Before any county blocks are received in the Receiving and 


Files Unit, prepare an RF-1 for each county in the State, 


Bear ae 


Upon receipt of a county block from tne receiving clerk, 


divide such county block into lots of not more than 100 


Forms NCR-l2 or NCR-15. Insofar as is possible Forms 
NCR-12 from the same minor civil division should be placed 
in the same lot. Prepare R¥-2 in triplicate. Assign the 
first lot from a county the No. 1 and number subsequent 

lots from such county consecutively.’ Enter in the appro- 
priate spaces in the upper right-hand corner the priority 
block number assigned to the transmittal, the State and 
county code, and the lot number assigned to such lot. If 
the county block in which the lot is included represents 

the final transmittal from a county, enter the words "Final 
transmittal" above the title of the RF-2. Immediately beneath 
the title of the form enter the name of the State and the 
name of the county. Enter in the next line in the first 
space the: number of lots in the ‘county block and enter in 
the next two spaces the first and last numoers of the lots 
in such county block, Enter in Section ]: of RF-2 the serial 


‘humbers included in-such lot. In listing serial numbers in 


Section I of RF-2, either (1) enter the first and last 

serial numbers and list the serial numbers of missing appli- 
cations; for exemple, 101-200; inclusive, except Nos. 157, 
168, and 193; or (2) list the serial numbers of the appli- 
cations which are present, whichever.is the more practicable. 
Enter in the last line in Section I of RF-2 in thé space 
provided therefor, the total number of Forms NCK-l2 and NCR-15 
in the lot. 


For each lot make entries on RF-l as follows: enter in column 
(a) the priority block number; enter to the left of the 
priority block number the letters "F.P." signifying that such 


‘ county block will be paid full payment rather than 90 percent 


payment (the letters "F.P." should be entered to the left of 
priority block numbers for all blocks not paid before the 
change to full payment procedure); enter in column-(b) the 

lot numbers of the lots in the county block; enter in column 
(c) the date of preparation of Forms RF-2; enter in column 

(i) the total number of Forms NCR-12 and NCGR+-15 in each lot. 
Obtain a total for column (i) for each county block, entering 
such total in red -pencil immediately below the last-entry in 
colum (i) for such county: block, In the case of a subsequent 
transmittal or a request for the Application Clearance Unit 
for the assignment of a lot number, consult RF-1l before assign- 


ing such lot numbers and then assign the next succeeding numbers. 


In the case of a lot originating in the application Clearance 
unit, enter in colum (b) of RF-1 the lot number assigned, At 
the same time on the same line, enter in columns (a), (c), (d), 
(e), (f), (i), and (k), if the lot consists of cases suspended 
in the Application for Payment Section, the letters "A.P.S.", 
and if the lot consists of cases suspended by the General 
Accounting Office, the letters "G.A.0," : 


Or 
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Sign and enter the date in the spaces provided therefor in 
section III of the original and the two copies of each RF-2 
and release the originals and first cov,ies of all ¥orms Ri#¥-2 
and all Forms NCR-12, NCOR-15 and related forms to the. file 
clerk, by county blocks. 


Place the original of each set of worms NCR-13 from a county 

in a folder to be used as a permanent record of Yorms NCOR-12 
and NCR-15 received, Place the second copies of orms RF-2 

in a separate folder. File the folder containing the second 
cOpies of the Forms RF-2 and the folder containing the originals 
of all Forms NCR-13 in a file labeled "Control Record". Such 
control record shall be arranged by counties. The records for 
each county shall be arranged in the following order: 


2. RY-1, if such form is not kept in a logse leaf binder. 
b. Folder containing the originals of all Forms NCR-13. 
c. Folder containing Forms RF-2 in consecutive order, 


Hach unit which releases a county block or lot will prepare 
RF-3, One copy of RF-3 will be forwarded to the unit re- 
ceiving such county block or lot. The original RF-3 will be 
Signed by the person designated in the unit receiving the 
county block or lot and will be transmitted to the record 
clerk, From the date on such RF-3 enter on the RF-1 for such 
county the date of release of the county block or lot to each 
unit. For 6xample, the date of release of a county block 

or lot to the fxamination Unit is to be entered in column (d) 
of RF-1. File the RF-3 from which such date is taken in a 
separate file. The first copy of each R¥-2 snowing the serial 
numbers of cases suspended in the first-three units will be 


returned from the #xamination Unit to the record clerk, File 


such copies of RF-2 in the control record in place of the 


second copies and destroy such:second copies. When the 


original of RF-2 is received from the Payment Schedule Unit, 
file such original RF-2 in place of the first copies and 
destroy such first copies; If any Forms NCR-12 or NCR-15 were 
suspended in the gntry, Computation or Payment Schedule Units 
sucn cases will be listed on the original RF-2. When the RF-3 
Showing the release of a county block to the General Accounting 
Office is received by the record clerk, enter in column (h) 

of RF-1 the date shown on such RF-3, enter in column (j) the 


‘number of Forms NCR.12 and NCR-15 réleased to the General 


Accounting Office, and enter in column (k) the total number 
of suspensions in the application for Payment Section, The 
entry in column (i) for each lot must be’ equal to the sum of 
the entries in columns (j) and ’(k) for such lot. 
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The Application Glearance Unit will prepare RF-3, listing 
the serial numbers of all Forms NCa-l2 and WCR-15 which 
were suspended by tne General Accounting Ofiice. The 
original of suci nr-3 will ve forwarded to the record 


‘clerk, inter in Section IV of the appropriate n¥-3 the 


serial numbers of the cases suspended by tne General sccount- 
ing Office as shown on such x¥F-3. For each lot enter in 
column (1) of the appropriate n¥-1l the total number of 

cases suspended by. the General accounting Office. 


After payments nave been made’ in connection with rorms 


_NCk-1l2 or NCn-15 included in a lot, a copy of ACP-22 
accompanied by copies of ACP-13 B, aCP-13 (Revised), or 


ACP-15C, will be transmitted to the State office by the 
Disbursing Office of the Treasury Department. From the 
information snown on ACP-22 enter on thé appropriate xF-1 
in columns (m) and (n) the Disbursing Office Voucher number 
and the date paid, respectively. Helease AvP-22 and the 
copies of ACP-13B, «CP-13 (xevised), or sACP-13C to the 
Accounting Section. 


When suspended cases are cleared in the Application 
Clearance Unit, such cases will be released by lots 
directly to the Payment Schedule Unit. A lot in such in- 
stances will consist of as many cases from the same county, 
not in excess of 100, as can be conveniently cleared at one 
time. The Application Clearance Unit will prepare RF-2 

in duplicate for such lot and will forward tne copy of 

such RF-2 to the record clerk. snter on the appropriate 
RF~1 in column (g) the date shown on such RF-2. File the 
copy of RF-2 in the appropriate place in the control record, 
When the original of such RF-2 is received from the Payment 
Schedule Unit, file such original in the control record and 
destroy the copy. 


When Forms RI. 2 listing final payment lots are received from 
the Payment Schedule Unit, enter in column (b) of RF-1 for 
the appropriate county the lot numbers entered on such Forms 
RF-2. Enter in colum (g) the date of preparation of such 
Forms RF-2. Hnter in column (i) the number of cases in each 
lot. When the RF-3 showing the release of such lots to the 
General Accounting Office is received, make appropriate 
entries in columns (h) and (3). 


Upon receipt of an RF-6, original and first copy, determine 
whether the requested material is a Form NCR-11, NCR-1e2, 
NCR-14, NCR-15, NCR-16, NCR-17 NCR-18, or other form. 


a. If the material requested is an NOR-12 or NCR~-15, 
determine from the control record whether such form 
has been received, and if received, determine the 
location of such form, 
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(1) If such form is in the Receiving and Files Unit, 
or in the Examination Unit, withdraw it from its 
place in the lot and insert in its place the 
original RF-6, Attach to the form requested the 
copy of such RF-6 and forward them to the person 
making such request. When the person who has re- 
quested such form has completed his examination 
thereof, he will return such form, together with 
the copy of RF-6 to the record clerk, Upon receipt 
of such form and the atteched copy of RF-6, 
determine whether the lot in which such form was 
included has been released to another unit or is 
Still in the same unit. If such lot has been re- 
leased to another unit, forward such form together 
with the attached copy of RF-6 to the Application 
Clearance Unit. If such lot has not been released 
to another unit, return the form which was re— 
quested to the appropriate lot and destroy both 
the original and copy of RF-6. Any unfinished 
Operations on such form in such unit shall be com- 
pleted before such lot is released to the next unt. 


(2) If the requested NCR-12 or NCR-15 is in the Entry 
Unit, the Computation Unit, or the Payment Schedule 
Unit, withdraw such form and any forms attached 
thereto from the lot. inter in Section II of tke 
RKF-2 accompanying the lot and in Section II of the 
appropriate RF-2 in the control record the serial 
number of such NCR-12 or NCR-15. Prepare xF-4 
for such case, noting on the copy of R¥-6 "Return 
to Application Clearance Unit!!, Attach such RF-4 
to the original RF-6 and forward them to the Appli- 
Cation Clearance Unit. Attach to the form requested 
the copy of RF-6 and forward them to the person 
meking such request. When the person who has re- 
quested such form has completed his examination, 
he will forward such form, together with the attached 
copy of KF-6, to the Application Clearance Unit. 


b. If the material requested is an NCR-14, NCR-16, or NCR-18, 
determine the location of such form, 


(1) If the copy of such form is in the files of the 
Receiving and Files Unit, withdraw it, leaving in 
its place the original RP-6é. Upon return of the 
form by the person who requested it, return such 
form to its proper place in the files and destroy 
both the original and copy of RF-6. 


(2) If the requested NCR-14, NCR-16, or NCR-18 is in the 
Statistics Section, obtain such form and leave jn 
its place the original RF-6. If the data from such 
form have not been recorded in the Statistics Section, 


ie. 
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(3) 


Sate te 


note on the copy of RF-6 that the requested form is to 

be returned to the Statistics Section for the recordation 
of data therefrom. When an NCR-14, NCR-16, or WNCR-18 
with the copy of RF-6 attached thereto, is returned, 
forward them to the Statistics Section. If the data from 
such form have been recorded in the Statistics Section, 
upon return of such form with the copy of R¥-6 attached 
thereto from the person who requested it, forward them 

to the file clerk in the Receiving and Files Unit. The 
file clerk will place the NCH-14, NOR-16, or NOR-18 in 


‘its proper place in the file and destroy both the original 


and the copy of RF-o6. 


If sucn form is located in the untry, Computation, or 
Payment Schedule Unit, follow instructions outlined 

under preceding paragraph a, withdrawing from the lot 

the requested NCR-14, NCR-16, or NCR-18, and related forms, 


If the material requested is an NCR-1l or NCR-lla, determine 
the location of such form, 


(1) 


(2) 


If sueh NCR-l11L or NCR-lla is.in the Statistics Section, 
withdraw such form and leave in its place tne original 
RF-6. Attach to the withdrawn form the copy of KF-6 
and forward them to the person making such request. 
When the NCR-11 or NOR-lla is returned, forward it to- 
gether with the copy of xF-o attached thereto to the 
Statistics Section. 


If such NCR-11 or NCH-lla is in neceiving and riles Unit, 
the Hxamination Unit or the Application Clearance Unit, 
withdraw such form and leave in its place the original 
HF-6, Attach to such NCR-1l or NCr-lla the copy of n¥-o 
and forward them to the person making such request. When 
such NCR-1l or NCR-lla is returned, proceed as in 10a (1), 


supra. 


Prepare and transmit daily to the person in charge of the applica- 
tion for Payment Section a report showing; 


a. 


D. 


Number of Forms NCR-le and NCR-15 received in the neceiving 
and files Unit each day. 


Total number of Forms NCR-12 and NCH-LS received in the 
receiving and Files Unit up to and including such day. 


Number of Forms NCR-1l2 and NOn-15 forwarded to the General 
Accounting Office each day. 


Total number of Forms NCH-l2 end NCnr-15 forwarded to the 
General Accounting Office up to and including such day. 


Number of Forms NCR-l2 and NCR-15 suspended to the Application 
Clearance Unit by the application for Payment Section each day. 
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f. Total number of Yorms NOR-12 and NCH-15 suspended to the 


Application Clearance Unit by the applicetion for Payment 
Section up to and including sucn dey. 


&. Number of rorms NCR-1l2 and WCR-15 suspended to the 


Application Clearance Unit by the Genétal Accounting 
Office each day, , 


h. Total number of Forms NCK-12 and NCH-15 suspended to the 


Application Clearance Unit by the General accounting 
Office up to and including such day. 


i. Such information concerning the number of cases paid and 
the amount of payments as is available. 


JjJ- Such other information as may be requested. 


Instructions to File Clerks, 


1. 


woen Forms NCR-11 and copies of Forms NCR-14, NCR-16,and 
NCn-18 are received from the Statistics Section, file such 
forms. File Forms NOR-1l by counties in minor civil division 
code and work sheet number order and file Yorms NCk-14, 
NCx-16, and NCR-18 by counties in serial number order. If 
any forms are not stamped "data recorded", return tnem to the 
Statistics Section. 


For each NCR-12 which is received without an NCK-1l attached 
and for each block of an NCR-15 for which an NCR-ll is not 
attached withdraw the NCR-11 from the file and attach it to 
the appropriate NCR-12 or NCR-15. If Forms NCR-1l for a 
county are not on file when a transmittal of Forms NCGR-12 and 
NCn-15 is received, hold such transmittal until such Forms 
NCn-ll are received. If NCn-11 for an NOR-12 or a block of 
NCn-15 is not on file, do not suspend such NCR-12 or NCK-15. 


Arrange all county blocks on shelves or tables in the order 
that they are to be released to the sxamination Unit. A 
county block representing the final transmittal from a county 
shall be released before other county blocks. 


Upon receipt of a request for work from the Hxamination Unit, 
withdraw the final county block (final transmittal) having 

the lowest priority block number. At the same time withdraw 
any previous transmittal from the same county which hes not been 
released to the Hxamination Unit. hen 2 final transmittal 

and one or more previous transmittals from the same county 

are released at the same time, enter on all Forms nF-2 for 

such transmittals the notation "See Co. Block No. for 

this county", entering the appropriate priority block number 

in such notation, If there are no final county blocks on 
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hand, withdraw tne regular county block having the 

lowest priority block number. Prepare ni-d in duplicate, 
entering tnereon in the spaces provided therefor tne 
priority olock number, the State and county code, and the 
date n¥-3 is prepared. unter after the words "released 
to" the words "Hxamination Unit". Enter the lot numbers 
and the number of Forms NCr-l2 and NOn-15 in each lot in 
columns (a) and (b), respectively, Sign and enter the date 
in the spaces provided theretor in Section III of n¥-2 
for each lot in the county block, kelease the county 
block or blocks, ooth copies of n¥-3 and NCR-6 for the 
county, to the Hxamination Unit. The original xr-d will 
be signed by a designated person in the Hxamination Unit 
and released to the record clerk in the nkeceiving and 
Files Unit, The copy of RF-3 will be retained in the 
‘Hxamination Unit. 
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United States Department of Agriculture 
Agricultural Adjustment Administration 
North Central Division 


PART III - BXAMINATION UNIT 


(Operation No. 3) 


The personnel of the Examination Unit shall consist of checking 
clerks, examining clerks, and review clerks. Checking clerks shall use 
blue pencil, examining clerks shall use green ink, and review clerks shall 
use purple ink. Instructions relative to the examination of NCR-17 and 
forms related thereto are contained in NCR-20a. 


If the additions on Forms NCB-1l have been checked before receipt 
of a county block, such county block shall be assigned by lots to check- 
ing clerks for a check of entries on NCR-11 and transfers from NCR-11 
to NCR-12 or NCOR-15. If the additions on Forms NCR-1ll have not been 
checked, the county block shall be assigned to checking clerks who will 
use machines to check additions on Forms NCR-1ll and thereafter the lots 
shall be assigned to checking clerks for a check of the entries on NCR-11 
and transfers from NCR-1l to NCR-12 or NCR-15. Thereafter such lots shall 
be asSigned to a pair of cheeking clerks who shall check entries on Forms 
NCR-l2 and NCR-15 against entries on NCR-6. When a lot is completed by a 
pair of checking clerks, it shall be assigned to an examining clerk. 

When a lot is completed by an examining clerk, it shall be assigned to a 
review clerk. Lots shall be distributed in such a manner as to insure 
the completion of all lots in a county block at approximately the same 
time, 


When an entry on NCR-11, NCR-12 or NCR-15 is found to be incorrect, 
place an "X" above and to the right of such entry. Although an entry is 
found to be incorrect, complete the checking of all other entries. Ex- 
amining clerks and review clerks shall examine and review all forms NCR-l2 
and NCR-15 in a lot including cases previously suspended. If, in the ex- 
amination of a case which has been previously suspended, the examining 
clerk finds an additional reason for suspension, such reason should be 
indicated on the RF-4 attached to such NCR-12 or NCR-15. The examining 


| Clerk shall complete RF-4 for cases suspended in the Acceptance or Receiving 


and Files Unit by inserting the priority block number and the lot number 
in the first and third spaces, respectively, in the upper right-hand comer 
of such form. 


I. Instructions to Checking Clerks - First Check 


1. If, in making the additions on NCR-11l hereinafter set forth, 
it is found that an addition has been incorrectly made, 
unless otherwise provided, prepare and attach R¥F-4 to the 
appropriate NCR-le or NCR-15. Check the additions in Table 
I of each NCR-11 as follows: 


a. 12(b) must agree with the sum of 1(b) to 11(b), inclusive. 


b.. lé(ec) must agree with the sum of 1(c)/ to. 1c); 
inclusive. 

c. 15(b) must agree with the sum of 12(b) to 14(b), 
inclusive. . ; 5 

d. 15(c) must agree’ with the sum of le(e) to 14(c), 
inclusive. 

e. 17(b) must agree with the sum of 15(b) and 16(b). 

f. 17(c) must agree with the sum of 15(c) and 16(c). 

eg. If 25(b) does not agree with the sum of 18(b) to 
24(b), inclusive, strike the entry in 25(b) and enter 
the correct subtotal. 

h. 25(c) must agree with the sum of 18(c) to 24(c), 
inclusive. 


i. If 28(b) does not agree with the sum of the entries in 


17(b), 25(b), 26(b), and 27(b), strike the-entry in 
28(b) and enter the correct total. — 

j. If 28(c) does not agree with the sum of the entries in 
I7(c),, e00e), 26(c), and e7(c), strike the entry in 
28(c) and enter the correct total. | , 

k. 4(c) of Table II must agree with the product obtained 
by multiplying the flax yield for the county as shown 
in NCR-B-3A by 5(c) of Table II. 

1. The soil building practice number showmm in column (b) 
of Table III of NCR-11l must be the correct number for the 
practice described in column (a) of such table, as 
shown in NCR-B-<, Revised as of September 9, 1936. 


Sign or initial RF-2 in the left-hand side of the first space 
provided for the signature of a checking clerk. Release the 
county block to the checking clerks who are to check entries 
on NCR-1l and transfers from NCR-11 to NCR-l2 and NCR-15. 


II. Instructions to Checking Clerks - Second Check 


as 


If, in making the determinations hereinafter set forth an 
error is found, prepare and attach RF-4 to the appropriate 
NOR-l2e or NCR-15. Clerks making the second check shall 
make the following determinations: 


ae 6(o) of Table II of NCR-1l must not exceed 28(b) of 
Table I of NCR-11, 


b. If 6(b) of Table. II of NOR-11 is equal to or less than 
15(b) ‘of Table I of NCR-11, 16(b) of Table I of NCR-11 
must be zero, 


c, If 16(b) of Table I of NOR-11 is not zero, 17h) of 
Table I of NCR-1l mast not exceed 6(b) of Table ITI 
of NCR-11. 


d. If 17(b) of Table IT of NOR-1]1.is less than 6(b) of 
Table II of NCR-11, then 27(b) of Table I of NCR-11 
must be zero, 


ay ae 


@. belt s270c).of Tablet of NCR-11' is less than CReby of 
Table I of NCR-11, then 16(c) of Table I of NCR-l1l 
must be zero. 


f. 27(c) of Table I of NCR-1] must not exceed 27(b) of 
Table I of NCR-1ll. 


eg. If.16(c) of Table I of NCR-1l is not zero, then 27(c) 
and 27(b) of Table I of NCR-11 must be equal. 


h. 2(d) of NCGR-12 or NCR-15 must be equal to 4(c) of Table 
Tivot AICR-L1. 


i. S3(a), 3(d), 3(c), and 3(d) of NCR-12 or NCR-15 must be 
equal to the entries for tobacco, cotton, sugar beets, 
and flax, respectively, in 13(c) or 14(c) of Table I 
of NCR-1l. 


je S(e) of NGR-12 or NCR-15 must be equal to the sum of 
12(c) and 16(c) of Table I of NOR+11, 


kV" 13(f) Saf NGR-12 tor NCR-15 must be equal.to-17(c) of Table 
I of NCR-1ll. 


be 4(f) of NCRe12 or NGh=1a must be equal to 15(b) of Table 
I of NCR-1l. 


me .5(f) of NCR-12 or NCR-15 must. be equal. to 25(c) of Table 


n. 6(f) of NCR-12 or NCR-15 must be equal to 29(c) of Table 
I of NCR-1l. 


Sin SUP) cor NCR-12 or NOR-15 must be equal to the percentage 
entered opposite the applicant's name at the top of 


pe Lines 7 and 8 of NCR-le or NCR-15 must agree with columns 
(b) and (c), respectively, of Table III of NCR-1l. 


2. Sign or initial RF-2 in the right-hand side of the first space 
provided for the signature of a checking clerk and release 
the lot to the third checking clerks. 


III. Instructions to Checking Clerks - Third Check 


1. Check the entries on Forms NCR-le and NCR-15 against the 
entries on NCR-6 and special crop listing sheets as herein- 
after set forth. Reference to column (1), column (2), or 
column (3), as the case may be, shall mean column (1), 
column (2), or column (3) of NCR-6 on the line which has the 
same work sheet number in such column (1) as is entered 
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in the third line of Section I of NCR-1l2 or in the space 
provided for such work sheet number above each block 

of NGR-15. Ifthe minor civil division code ‘and work 

sheet number are not showm in the space provided therefor 

in NOR-l2 or NCR-15 or if an incorrect minor civil division 
code or work sheet number has been entered in such space, 
enter the correct minor civil division code and work sheet 
number. If the correct minor civil division code and work 
sheet number cannot be ascertained at this time, prepare and 
attach RF-4 to the appropriate NCR-le or NCR-15. If, in 
making the entries in colum (2) and column (3) as herein- 
after set forth, it is found that an entry has already been 
made in such column (2) or column (3), except as otherwise 
provided, prepare RF-4 indicating thereon the State and 
county code and serial number of such NCR-le or NCR-15, 

the reasons for suspending such case, and the serial number 
already entered in such column (2) or column (3). Attach 
such RF-4 to the appropriate NCR-l2 or NOR-15. If an 

entry has already been made in column (2) or column (3) 

and if an "0. kK." has not been entered in column (1) prepare 
RF-4 indicating thereon the State and county code and serial 
number, the reason for suspending such case and the serial 
number already entered in such column (2) or column (3). 
Attach such RF-4 to the appropriate NCR-l2 or NCR-15. Two 
checking clerks working together shall make entries on NCR-6 
as follows: 


ae If an NCR-1l2 to which is attached an NCR-11 has not been 
suspended due to an error on NOR-1ll or an incorrect trans- 
fer from NCR-1l to NCR-12, enter "0. K." immediately to 
the left of the work sheet number in column (1). 


b. If 9(f) of NCR-12 is 100 percent, enter the serial number 
of such NCR-12 in the upper right-hand corner of column 
(2) and enter "xxx" in the upper right-hand corner of 
column (3). 


c. If 9(f) of NCR-12 is less than 100 percent, and if the 
name of the applicant on NCR-1l2 agrees with the name in 
either column (2) or column (3), enter the serial number 
of such NCR-le in the upper right-hand corner in column 
(2) or (3) in which such name appears, and enter in the 
upper left-hand corner of such column the percentage in 
9(f) of NCR-12, 


d. If 9(f) of NCR-12 is less than 100 percent and the name 
of the applicant on NCR-12 does not agree with the name 
in either column (2) or column (3), enter the serial 
number in the upper right-hand corner in column (2), 
enter the percentage in 9(f) of NCR-12 in the upper left- 
hand corner of such column, and enter a check mark ( jy’ ) 
in the upper right-hand corner in column (3). 
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e. If 9(f) of NCR-12 is less than 100 percent, and if 
there is an entry in column (2) and the name of the 
applicant on NCR-1l2 does not agree with the name 
in either column (2) or column (3), enter the serial 
number of such NCR-l2 in the upper right-hand corner 
of column (3) and enter the percentage in 9(f) of 
such NCR-l2 in the upper left-hand corner of column 
(3). If the name on such NCR-12 agrees. with the name 
in column (2), transfer the serial number and percentage 
entered in column (2) to column (3) and insert such 
other serial number and percentage in column (2). 


f. When percentages have been entered in the upper left- 
hand corners of both column (2) and column (3) and if the 
sum of such percentages is not 100, prepare and attach 
RF-4 to NCR-12. Enter on such RF-4 the serial number 
previously entered in column (2) or column (3). 


&+ Follow the procedure set forth in the preceding sub- 
divisions, a to f, inclusive, for each block in NCR-15. 


If, in making the determinations hereinafter set forth, a 
disagreement between an entry on NCR-12 or NCR-15 and NCR- 
6 or a special crop listing sheet is found, prepare and 
attach RF-4 to the appropriate NCR-12 or NCR-15. Checking 
clerks shall make authorized corrections in columns (2), 
(3), and (14) of NCR-6 and chedk entries on NCR-12 and 
NCR-15 against corresponding entries on NCGR-6 and special 
crop listing sheets. Check all forms NCR-12 in the ounty 
block and then check all forms NCR-15 in the county block 
as hereinafter set forth. 


ae If there is a notation in the margin to the right of Table 
II of the NCR-1l attached to the NCR-12 or NCR-15 to the 
effect that the soil depleting base originally approved 
by the State committee has been reduced because such 
base exceeded the number of acres of cropland in the 
farm shown in 28(b) of Table I of NCR-11, draw a line 
through the entry in column (14) of NCR-6 and enter in 
the nearest available space in such manner that it may 
be distinguished from other corrections in such column 
(14), the entry in 6(b) of Table II of such NCR-ll. 


b. I1(f) of NCR-12 or NCR-15 must agree with column (14) 
of NCR-6. 


ec. 2(e) of NCR-12 or NCR-15 must agree with column (33) 
of NCR-6. 


d. l(a) of NCR-12 or NCR-15 must agree with column (34) or 
(36) of NCR-6, whichever bears the same heading as colum 
(a) of NCR-12 or NCR-15 or with column (14) of the tobacco 
listing sheet if the tobacco bases have not been transferred 
to the regular listing sheet. 


IV. 


eet a 


es 2(a) of NCR-12 or NOR-15 must agree with column (35) 
or (37) of NCR-6, whichever bears the same heading 
as column (a) of NCR-12 or NOR-15, or with column 
(35) or (37) of the tobacco listing sheet, if the 
tobacco bases have not been transferred to the regular 
listing sheet. 


f. 1(b) of NOR-12 or NCR-15 must agree with column (34) 
or (36) of NOR-6, whichever bears the same heading as 
column (b) of NOR-12 or NCR-15, or with column (14) 
of the cotton listing sheet if the cotton bases have 
not been transferred to the regular listing sheet. 


g. 2(b) of NOR-12 or NCR-15 must agree with column (35) 
Orn ( 3?) aot NCOR-6, whichever bears the same heading as 
eae (b) of NCOR-12 or NCR-15, or with column (35) 

r (37) of the cotton listing sheet if the cotton 
esp have not been transferred to the regular listing 
sheet. 


h. 2(¢) of NCR-le or NCR-15 must agree with column (9) of 
the special listing sheet for sugar beets. 


3. Detach forms NCR-11 from the NCR-1l2 or NOR-15 to which an 
RF-4 is not attached and forward such forms NCGR-11l to the 
Statistics Receiving and Files Unit- 


4. Check any forms NCk-12 or NCR-15 which were suspended because 
an "0. Ko" was not entered invdolumn (1) of NCR=6 and if an 
"O. K." has been subsequently entered in column (1) remove 
the nF-4 attached thereto and place such NOR-12 or NCR-15 in 
its place in the lot. Do not list the serial numbers of 
such suspended cases on RF-2. Upon completion of the check- 
ing work for a lot, both checking, clerks shall sien or initial 
and enter the date in the second space provided therefor in 
section III of RF-2. Release the lot to an examining clerk. 


Instructions to Examining Clerks. 


If, in the examination of forms NCR-l2 or NCR-15 it is found 
that such forms do not meet the requirements hereinafter set forth, 
prepare and attach RF-4 to such NOR-12 or NCR-15. Make the follow- 
ing determinations in connection with forms NCR-12 and NCR-15. 


1. Determine that no unauthorized deletion has been made in any 
printed matter on NCR-lé or NCR-15. 


2. Check the bases in line 1 of each NOR-12 and of each block of 
NOR-15 in the lot, as follows: 


Se 


oe 


aye 


a al (2) mete equal tie Gum oft ayje1(b) atc), 1a), and 
In ou 


b. l(c) must equal 3(c) unless the result. obteined by sub- 
tracting l(a) and 1(b) from 1(f) is less than 3(c), 
which case l(c) must be the result obtained by subtracting 
1a) and 1{bd) from aes 


Ge ltd) “mast She 3(d) unless the result obtained by sub- 
tracting ita), 1Cb), and ic) from 1(f) is less then 
3(d), in which case 1(d) must be the result obtained by 
subtracting Ma), 1(b), and’ 1(c) from 1(fy: 


d. 3(f) must equal the sunt 23( a)yeS0b)),. "SGe)s, 30d), and 
3Ce), . 


If there are any erasures or corrections on NCR-12 or NCR-15, 
determine that each such erasure or correction has been initialed 
by two members of the county committee one of whom signed the 
NCR-12 or NCR-15 for the county committee. 


If there is an entry in any line in column (a) determine that 
the name of the type of tobacco has been entered in the heading 
of column (a) and if column (b) is used for tobacco, determine 
that the name of the type of tobacco has been entered in the 
heading of column (b) and that the word "cotton" in column (bd) 
has been stricken. 


i? there is an entry in 1(s), 1(0), t(c), 1(d), or lle) of 
NCR-12 or NCR-15, there must also be an entry in 2(a), 2G), 
2(c), 2(d), or 2(e), respectively, of such form. 


If ‘there 1s an entry in 3(a) and there is.no entry in l(a), 
determine that there is an entry in 2(a). Make the same deter- 
mination for column (b). If in such cases there is no entry in 
2(a) or 2(b) refer the case to the person in charge, who will 
determine the appropriate entry by multiplying the county check 
yield for cotton or tobacco, as the case may be, which will be 
found in the upper right-hand corner of the appropriate special 
crop listing sheet for such county by the productivity index for 
the farm. Make such entries in 2(a) and 2(b) in green ink. 


If there is an entry in 3(e), determine that there is an entry 
other than zero in 2(e). 


Determine that for each soil building practice number listed 
in line 7 of NCR-1l2 or NCR-15 there is an acreage figure 
entered in the corresponding space in line 8 of such forn. 


Determine that for each entry in line 8 of NCR-1le or NCR-15 
there is a soil building practice number listed in the 
corresponding space in line 7 of guch forn. 


10. 


ll. 


Les 


Se 


15, 


16. 


sey ae 


Determine that each soil building practice listed in line 7 
of NCR-le or NCR-15 has been approved for the county or part 
of a county in which such farm is located as set forth in 
NCR-B-2, Revised, As Amended. 


If soil building practice number '(m)" has been entered in 

line 7 of NCR-12 or NCR-15, determine that the number of 

feet has been entered immediately to the right of such soil <4 
building practice number. ; 


Determine that there is a percentage figure in 9(f) of NCR-le » 
or NCR-15. If there is no percentage figure entered in 9(f), 
determine that the notation "cotton farm" or "sharecropper 

farm" has been entered in line 9. If the percentage figure 

100 appears in two or more blocks of an NOGR-15, suspend such 

NCR-15 for a determination as to whether the farms covered by 

such blocks are ici ioe: as a single farming unit. 


ae Determine that dates have been entered in the spaces pro- 
vided therefore in Sections I, III, and IV of NCR12. 
If the applicant signs in a representative capacity, the 
date in Section I must not be later than the date in 
Section IV. 


b. Determine that dates have been entered in the spaces pro- 
videdethereforein Sections ely, *Li, tend 21L.of NCR-L5. if 
the applicant signs in a representative capacity, the date 
in Section I must not be later than the date in Section III. 


a. Determine that acceptable signatures have been affixed in 
Sections I, III, and IV of NOR-le, and that all such 
signatures were affixed with pen or pencil. 


Db. Determine that acceptable signatures have been affixed 
in Sections I, II, and III of NCR-15 and that all such 
signatures were affixed with pen or pencil. 


ae Determine that the signatures appearing in Sections bd 
III and IV of NCR-1l2 are not those of the applicant 
and that the signatures in Sections III and IV of fs 
NCR-l2 are not those of the same person. . 


b. Determine that the signatures appearing in Sections II 
and III of NCR-15 are not those of the applicant and that 
the signatures in Sections II and IJI of NCR-15 are not 
those of the same person. 


The signature of the applicant in the space provided therefor 
in Section I of NCR-l2 or NCR-15 and the typed name of the 
applicant in line 1 of Section I of such NCR-12 or NCR-15 
should be identical. However, if any of the following examples 
of differences between typed names and signatures appear on 
NCOR-l2 or NCR-15, such forms should not be suspended. 


ice) 


Typed Name : Signature 


J. Doe a John Doe 
ye or Jno. Doe 


‘John Doe Jno. Doe 
or John A. Doe 
Mrs. Sarah Smith Sarah Smith 
Jones and Smith Jones and Snith 
a partnership by. John Smith, a partner, 
J Does Atm. ot John Doe, Adm. of 
R. Roe Estate the Estate Cr. 


Richard Roe, Deceased 
Joe Willington . Joe Wilington 
If any of the following examples of differences between typed 


names and signatures appears on NCR-le or NCR-15, such forms 
shali be suspended. 


John Doe J. Doe 
or oa. fk. DOE 
Mrs. John Smith - Mrs, Mary Smith 
or Mary Smith 
Jones and Smith John Smith 
Tom Welsh Tom Welch 


Requirements for signatures of individuals, co-signers and sole. 
proprietorships are set forth in Section A of ACP-16. 


17. If the signature of any applicant was affixed by mark, such signa- 
ture must have been witnessed by at least one person whose signa- 
ture must be in the original and handwritten, 


18. If the signature in Section I of NCR-12 or NCR-15 is that of a 
person acting in a representative or fiduciary capacity, determine 
that:‘such person in his signature has disclosed the principal or 
entity for whom he is acting and has indicated the capacity in 
which he has signed. Examples of acceptable signatures of persons 
acting in a representative or fiduciary capacity will be found in 
Section B of ACP-16, 


19. Determine that the address of the applicant is entered in Section 
I of NOR-1l2 or NCOR-15. 


20. 


- 10 + 


Determine the name of the payee as such name should appear 

on the check issued as payment under NOR-le or WOR-15. If the 
signature of the applicant in the space provided therefor in 
Section I of NOR-12 or NCR-15 is in the style in which such 

name should appear on the check, such signature shall be used 

as a designation of the payee, If such signature is not readily 
legible or if any change is necessary in the style of the signa- 
ture, either print the name of the payee on a slip of paper and 
staple such slip of paper to NCR-le or NGR-15 over the signature 
of the applicant, in such a manner that the signature will 


remain accessible, or, where possible, bracket that portion of 


the signature which should not appear upon the check. The 
names of payees as they should appear on checks are as follows: 


a. In the case of an individual, the name shall be in the 
same style as the signature of the applicant. 


-Example: Signature Payee 


Sonn toe Jom EH. Doe 


b. In the case of co-signers the names of such co-signers 
shall appear one above the other in the same style as the 
signatures of the applicants in the space provided there= 
for in Section I of NCR-12 or NCR-15. The last name shall 
be preceded by the word "and." 


Example: Signature Payee 
Aovlaiey tel {Oe gonn Ha Doe 
Richard Roe and Richard Roe 


c. in the case of a sole proprietorship, the name of the 
payee shall be the name of the sole proprietorship. 


Example: Signature Payee 
ABC Company ABC Company 
by John Doe 


Sole Proprietor 


d. In the case of a partnership, the name of the payee 
shall be the name of the partnership. 


Example: Signature Payee 
Jones and Smith Jones and Smith 


by John Smith, 
a partner. 


6. In the case of a corporation, the name of the payee shall 
be the name of the corporation. 


she 


Example: Signature Payee 
XYZ Co. Inc. KiSuSOp Ine. 
‘by John. Doe, Pres. * 


In the case of an administrator, executor, guardian, or 
committee, the name of the payee shall be shown in three 
lines. The name of the administrator, executor, guardian 
or committee, and the title (abbreviated) shall appear 

in the first line. The words "of the estate of" shall 
appear in the second line. The name of the deceased, 
incompetent, or minor, together with the designation 
"deceased", "incompetent," or "minor" (abbreviated) shall 
appear in the third line. 


Examples: Signature Payee 
John Smith Executor John Smith, Exec. 


of the estate of 
F. Smith, deceased 


John Smith Estate 
by James Smith, Adr, 


John Doe, Guardian 
of Richard Roe, 
competent 


Te, 


of the estate of 
Hey om Lih iy. ec. 


James Smith, Adm. 
of the estate of 
John Smith, Dec. 


John Doe, Gdn. 
of the estate of 
Richard, Roe,. Incom»s 


In the case of a receiver, trustee, or liquidator the 


name of the payee shall appear in two lines. 


The name 


of the receiver, trustee, or liquidator and his title 
shall appear in the first line. 
institution or other entity for which the receiver, 

trustee, or liquidator is acting shall appear in the 


second line, 


third line is necessary. 


Example: 


Signature 


. Richard Roe, Receiver 


for City National 
Bank of Elkton, Ill. 


The name of the bark or 


or the second and third line, if the 


Payee 


Richard Roe, Hec. 
for City Nat. Bank 
Ofer icbon al £1. 


In the case of a State, county or municipality, or agency 
thereof, the name of. the payee shall be the name of such 
State, county, municipality, or agency. 


Example; 


Signature 


Payee 


State of South Dakota Rural Credit Board 


by and through its 
Rural Credit Board, 
John Doe, Sup. 


of South Dakota 


eine 


Coe 


Examples: Signature — Payee 


Douglas County,Mich. Douglas County, Mich. 
by John Doe, 
County Commissioner. 


is In the case of an agent the name of the payee shall be 
the name of the principal whether such principal be an 
individual, co-signer, partnership, corporation, receiver, 
or Wiquiaators 


Examples: Signature ; Payee 
John Smith John Smith 
by John Doe, Agent 
John Doe, Agent ABC Company 
Lor ABC. Gon 


Upon completion of the examination of an NCR-l2 or NCR-15 
initial such approved NCR-1l2 or NCR-15 in the space below 

the words "Schedule No." in the certificate of administrative 
orficer. 


Sign and enter the date in the space provided therefor in 

Section III of RF~2. Place all suspended cases on top of 

the lot. Do not list the serial numbers of such suspended 
cases On RF-2, Release the lot. 


¥. Instructions to Review Clerks. 


1. 


Upon receipt of a lot, examine all suspended cases in the lot, 


“following the instructions to Examining Clerks set forth 


in Section IV of this Part III, and determine whether the 
suspension of stich cases is warranted. If doubt arises 

relative to the suspension of any case, consult the person 

in charges If a suspension of NCR-le or NOR+15 is not warranted, 
remove RF-4 and plade such NOR-12 or NOR-15 in the proper 

place in the lot. Initial RF-4 below the signature of the ex- 
amining clerk in all cases where the suspénsion of such case 

is warranted. Initial the NCR-12 or NOR+15 in the space below 
the words "Schedule No," in the certifitate of administrative 
officer in cases where the suspension is not warranted. 


Examine all other forms NCR-12 and NCR-15 in the lot, following 
the instructions to examining clerks set forth in Section IV 

of this Part III. Determine whether any of such cases should 
have been suspended and that the name of the payee has been 
correctly designated. Correct such designation if necessary 
upon approval of the person in charge. Initial each approved 
NCR-l2 or NCR-15 in the space below the words "Schedule No." 

in the certificate of administrative officer. Prepare and 
attach RF-4 to each NCR-le or NCR-15 which is not approved 


aa he Wala 


and for which RF-4 has not been prepared, and place such 
suspended cases on top of the lot. 


3. After the completion of the review of forms NCR-l12 and NCR-15 
in the lot, list in Section II of both copies of RF-2 the 
serial numbers of all suspended cases. Place all suspended 
cases on top of the lot and sign and enter the date in the 
Spaces provided therefor in Section III of RF-2. Release the 
Lows 


VI. Instructions for Relcase of County Block. 


The clerk designated by the person in charge shall assemble 
all suspended cases in the county block and shall prepare RF-3 
in triplicate. In preparing such fom, enter in the upper right- 
hand corner of RF-3 the priority block number and the State and 
county code. Enter in the space following the words "Released to" 
the words "Entry Unit and Application Clearance Unit" and enter the 
date in the space provided therefor. Enter in column (a) the lot 
numbers and enter in column (b) the total number of forms NCR-12 
and NCR-15 released to the Entry Unit in each lot of such county 
block. Enter in column (c) the total number of forms NCR-12 and 
NCR-15 released to the Application Clearance Unit. Enter in 
columns (d) to (h), inclusive, the serial numbers of all suspended 
cases. Prepare and attach RF-4 to each RF-€ in the lot and place 
them with the other suspended cases in the lot. 


Release the county block of approved forms NCR-12 and NOR-15 
to the Entry Unit with a copy of RF-%. Release the suspended cases 
to the Application Clearance Unit with a copy of RF-3. The original 
HY-3 after being signed by the persons designated in the Entry Unit 
and Application Clearance Unit, shall be forwarded, together with 
the first copy of each RF-2 for such county block, to the record 
clerk in the Receiving and Files Unit. 
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NCR-20, Revised » | Issued February 9, 1937 
United States Department of Agriculture 
Agricultural Adjustment Administration ee 
North Central Division frvU\N BRASS 


PART IV — ENTRY UNIT 


‘ (Operation No. 4) 


The personnel of the Entry Unit shall consist of entry clerks 
and review clerks. Entry clerks and review clerks shall use lead 
pencil. Instructions relative to entry work in connection with 
NCR-17 are contained in NCR-20a. 


Upon receipt of a county block from the zxamination Unit, 
applications shall be assigned to entry clerks by’ lots. When a lot: 
is completed by an entry clerk, it shall be assigned to a review 
clerk, 


The entry work in connection with forms NCR-12 in a lot should 
be completed before entry work is commenced in connection with forms 
NCR-15 in such lot. 


The entries on forms NCR-14 and NCR-16 must be made so as to 
result in clear and legible entries on the copies of such forms as 
well as on the originals thereof. 


Ie Instructions to Entry Clerks - Preparation of NCR-14. 


1. Prepare an NCR-14 for each NCR-12 in the lot. Enter 
in the spaces provided therefor in the upper right- 
hand corner of such NCR~14 the State and county code 
and serial number of such NCR-12, the applicant's 
heme, and the county rate for such county, which 
rate is contained in NOR Mise, No. 7-36, 


‘g@« Enter above the title "Computation Sheet for One 
Farm" of NCR-14 the work sheet number shown in Section 
I of NCR-12 and circle such entry. 


Se If the name of a type of tobacco appears in the 
heading of column (a) of NCR~12, enter such name in 
the blank space in the heading of column (a) of NCR-14. 


4. If the word "cotton" has been stricken from the head- 
ing of column (b) of NCR-l2 and the name of a type of \ 
tobacco entered therein, strike the word "cotton" in 
the heading of column (b) of NOR-14 and enter the name 
of such type of tobacco therein. 


it 


a ae 


Ponatar the entries in Section II of NCR-12 to WoR-14, 


as follows: 


Ue 


Section If 


_of NOR-12 
transfer 1(a) to 

Tees ih cilacis 
N ae) it 
HRC asin 
" 1(e) 1 
Wy wee) " 
pay 0% n 
tel, wo ie) " 
feed H 
(a) " 
" 2(e) f 
"  3(a) T 
WEBB) Nl 
fey fic) n 
" 3a) f 
Nah ey i" 
Bourn BEDS yee 
ie 4(f) 
nN 5(#) n 
ei. Bh n 


all entries 
ins dine? 7 
all entries 
in. Lines 


to 


" 


3(e) 
10 (a) 
10(»b) 
10(e) 
10(d) 
10(e) 
10(f) 

6(f) 
16(£) 


space following word 
“plus in line 22. 


line 23 


line 24 


= Som 


In transferring the entries from lines 7 and 8 of Sec-. 
tion II or NOR-12 to lines 23 and 24 of NCR-14, transfer 
the first entry in line { and the first entry in line & 

of Section II of NCR-12 to the first space in line 23 
and the first space in line 24 of NCR-1), respectively; 
then transfer the entries in the second space of lines { 
and @ of Section II of NCR-12 to the second space of 
lines 23 and 24 of NCR-14, respectively. Proceed like- 
Wise in the transfer of any other such entries. If the 
soil building practice number "(m)" appears in line ri 
of NCR-12, such number should be followed by a figure 
representing the number of feet of terracing completed 
onthe farm. Transfer the practice numoer and the 
number of feet to line 23 of NCR-14 and transfer the 
acreage figure for such practice to line 24 of NCR-14. 


w. Transfer 9(f) of NCR-12 to 30 (f) of NcR-14. 


x. Enter in the appropriate column of line 25 of NCR-14 
the rate of payment per acre for the soil building 
practice shown in each such column of line a OF 
NCR-14, The rate of payment per acre for each soil 
building practice will be found in NCR-B-e2, Revised, as 
amended. 


II. Instructions to Entry Clerks ~ Preparation of NCR-16. 


1. Prepare NCR-16 for each NOR-15 in the lot. WCR-16 con- 
sists of eight parts: 


Bar Ch aire: ten wet Crops in the General Soil Depleting 
Base. 

POT UR ei ese at ke Tobacco. 

PR Teeth eh eer ss. wk Cotton. 

POLY A) = eae) eee el Sugar Beets. 

falar Ss Geet eee ee Flax. 

Try ie, os Nes) aie Deduction for Failure to Meet 
Minimun. 

UVR Wie Me eel ee Soil Building Payment. 

hr 8 ge ee de Grand Summary. 


Use as many parts as are necessary to reflect the data shown 

on NCR-15. If there is an entry in either l(e) or 3(e) in any 
block of NCR-15, use Part I of NCR-16. If there is an entry in 
either l(a) or 3(a) of any block of NCR-15, use Part II of NCR- 
16. When Part II of NCR-16 is used, enter in the space pro- 
vided therefor the name of the type of tobacco. If the names of 
more than one type of tobacco are entered on NCR-15, use a 
separate sheet of Part II for each type. If there is an entry 
for cotton in either l(b) or 3(b) of any block of NCR-15, use 


Ea Be 


Part III of NCR-16. If there isan entry in either 1(c) or 
3(c) of any block of NCR-15,-use Part IV of NCR-16. If there 
is an entry in either 1(a@) or 3(a) of any block of NCR-15, 

use Part V of NCR-16. Part VI and Part VIII of NCR-16 will 

be used in evéry case where there is an NCR-15. Part VII 

will be used if an entry appears in any space in line 7 of any 
block of NCR-15. When Part II of NCR-16 is used, strike the 
words "Part III Cotton" in the heading of such part, and strike 
the words "or Part III" in the box heading of column (0). 
Similorly, if Part III is used, strike any reference to Part II 
and any reference to tobacco; if Part IV is used, strike any 
reference to Part V and any reference to flax; and if Part V 

is used, strike any reference to Part IV and any reference to 
sugar beets, 


Enter the State and county code and serial number and the ap- 
plicant's name in the spaces provided therefor on each page and 
part of NCR-16. Enter, in the space provided therefor in Part I 
of NCR-16, the county rate for such county contained in NCR 
Mise. No. 7-36, 

For application farms, (see definition, page 2) transfer the 
entries from column (e) of the block of NCR-15 for each such 
farm to consecutive lines of Part I of NCR-16. Leave a blank 
line for sub-totals immediately following the last of such 
entries. In the next line, write the words "non-application 
farms" (see definition, page 2/ and enter immediately below 
such words the data for non-application farms in a manner 
similar to that for application farms. In the same manner, 
transfer entries for application and non-application farms 

from columns (a), (b), (c), and (ad) of each block of 

NGR-15, to Parts II, III, 1¥@tandayy respectively, of 

NCR-16. Transfer the entries from each block of NCR-15 

to the appropriate line of Part I of NCR-16, as follows: 


NWOR-15 NOR-16 

Bach Block Part I 
a. transfer block number to column (a) 
b. 4 work sheet number " u (b) 
Be tt l(e) F (h) 
a. tt et e) uW it ( c) 
e. ¥ 3(e) ft . (3) 
< tt 9(f) 1 tf (e) 


Transfer the entries from each block of NCR-15 to the ap- 
propriate line of Part II of NCR-16, as follows: 


NCR-15 NWCR-16 

Each Block Part I] 
a. transfer block mumber to column (a) 
Be " work sheet number " " (bd) 
C. tt l(a) ut " (zg) 
d. " 2(a) " it (c) 
e. " 3(a) " tt (h) 


ie it 9(f) tt tt (e) 


re oe 


Transfer the entries from each block of NCR-15 to the ap- 
propriate line of Part III of NCR-16, as follows: 


NCR-15 NCR-16 
Each Block Fart Tift 
a. transfer block number to column (a) 
bd. " work sheet number " " (db) 
C. tf 1(b) tt It (g) 
fs " 2(b) " " {c) 
a, it 3(d) TT " (h) 
fee il. 9(f) " i (e) 


Transfer the entries from each block of NCR-15 to Part 
IV of NCR-16, as follows; 


NCR-15 NCR=16 

Bach Block Part IV 
a. transfer block number to column (a) 
Ds M" work sheet number I" " (b) 
Ga tt 1(c) It i] (g) 
as {f 2(c) tt i] (c 
a " 3(c) " " (i) 
ae i] 9(f) tt {f (e) 


Transfer the entries from each block of NCR-15 to Part V 
of NCR-16, as follows; 


NOR-15 NCR-16 

Each Block . Partly 
a. transfer block number to column (a) 
dD. " work sheet number oR (b) 
Ce I! 1(a) " " (g) 
ae " 2(d) i" if (c) 
e, tt 3(da) ii] tt (i) 
f, i] 9(f) tt tt (e) 


Transfer the entries for all application farms on NCR~15 

to Part VI of NOR-16. Do not transfer any entries for 
non-application farms to Part Vi. Correct the heading of 
column (j} so that it reads "(e) x.25" instead of "Cc) ~%.25", 
Proceed as follows: 


NCR-15 NCR~16 

Each Block Pant vid 
a. transfer block number to column (a) 
bd. " work sheet number " " (bd) 


GC. " l(a) " " (c) 


NCR-15 NCR-16 
Each Block Part VI 
d. Transfer 1(>b) to column (4d) 
alta i(e) 5 Aa SS 
era " A 1(4) i t! (Py 
a tt le) " iY (gz) . 
h. " 5(f) " i (n) 
i. : Nf) : i (0) . 


3. Transfer the entries for application farms on NCR-15 to 
Part VII of NCR-16. Do not transfer any entries for non- 
application farms to Part VII. In entering practice numbers, 
enter ell practice numbers for the first farm, one under the 
other, before proceeding to the practice numbers for the 
second farm. If the soil building practice number "(m)"! 
appears in line 7 in any block of NOR-15, such number should 
be followed by a figure representing the number of feet of 
terracing completed on the farm. Transfer the practice 
number andthe number of feet to the appropriate line in 
column (h) of Part VII of NCR-16, and transfer the acreage 
figure for such practice to the appropriate line of column 
(k) of Part VII of NCR-16. Proceed as follows: 


NCR-15 NCR-16 
Hach Block Part VII 
a. Transfer block number to column (a) 
De " work sheet number " " (bd) 
oe " line 7, all entries " i" Ch ane the 
in order same order 
Ge i" line &, all ontries " of oman the 
in order same order 
an if 5(f) " " (c) 
an tt 6(f) tt i (a) 
gs it Of) i " (f) 
h. After all entries for application farms are made in ‘ 


Part VII of NCR~16, enter in column (i) of Part VII the 
rate of payment per acre shown in NCR-B-2, Revised, as 
amended, for each practice, the number of which ig en- 
tered in column (h). 


10. After all entry work has been completed in connection 
With all forms NCR~1l2 and WCOR-15 in the lot, sign and 
enter the date in the space provided therefor in Section 
III of R¥-2 and release the lot. 


ITI. Instructions to Review Clerks. 


1. Determine that the correct computation forms have been 
prepared for all forms NCR~1l2 and NCR-15 in the lot. 


-~7- 


e. Verify the entry work on all forms NCR~14 and NCR-16 in 
the lot, following the instructions to the entry clerk 
contained herein. Use the copy of NCR-14 or NCR-16 in 
verifying the entry work, in order that poor carbon im- 
pressions may be detected and made legible. If an error 
was made in transferring any entry from NC2-12 to NCR-14, 
or from NCR~15 to NCR-16, note such error and refer the 
case to the person in charge, who will make the correction. 
Check all entries on all forms NCR-14 and NCR-16 in the 
lot before referring such notations of errors to the 
person in charge for correction. 


3. After all review work has been completed, sign and enter 
the date in the space provided therefor in Section III 
of RF-2 and release the lot. 


IV. Instructions for Release of County Block. 


ey tenn 


After all entry and review work has been completed on 
all lots in the county block, prepare RF-4 in duplicate. 
Enter in the upper right-hand corner of RF-3 the 
priority block number and the State and county code. 
inter in the space following the words "Released to!! 
the words "Computation Unit" and enter the date in the 
space provided therefor. Enter in column (a) the lot 
nunbers and in column (b) the total number of forms 
NCR-le and NCR-15 in each lot of such county block. 
Release the county block and both copies of RF-3 to 

the Computation Unit. The original RF-~3 will be signed 
by the person designated in the Computation Unit and 
will be forwarded to the record clerk in the Receiving 
and Files Unit. The copy of RF-3 will be retained in 
the Computation Unit. 


ae anita 3 
i am ; 
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NCR+20, Revised Issued February 9, 1937. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION Pe 


PART V — COMPUTATION UNIT 


(Operation No. 5) 


The personnel of the Computation Unit shall consist of com- 
puting clerks and review clerks. Computing clerks and review clerks 
shall use lead pencil. Review clerks shall use ink in making entries 
and signing in the spaces provided therefor in the "Certificate of 
Administrative Officer" on Forms NCR-12 and NCR-15. 


Except as otherwise provided herein, wherever a computation 
results in a negative number, enter zero, and not the negative number. 
For example, if 67.50 is to be subtracted from 46.50 enter a zero and 
not the negative number (-21.00). 


Except as otherwise provided herein, all computations relative 
to acres, yields, percentages and amounts of money shall be carried to 
three decimal places and rounded to two decimal places. If a computation 
results in a number which contains more than three decimal places, dis- 
regard all figures beyond the third decimal place. In rounding numbers 
to two decimal places, fractions amounting to five thousandths (0.005) 
or less shall be dropped and fractions amounting to six thousandths 
(0.006) or more shall be considered as a hundredth of a unit. For 
example, if the result of a computation is: 


(a) 8.4766, disregard the figure in the fourth decimal place 
(6) and enter 8.48; 


(b) 8.4759, disregard the figure in the fourth decimal place 
(9) and enter 8.47. 


All computations relative to ratios shall be carried to five 
decimal places and rounded to four decimal places. If a computation 
results in a number which contains more than five decimal places, dis- 
regard all figures beyond the fifth decimal place. In rounding numbers 
to four decimal places, fractions amounting to five hundred—thousandths 
(0.00005) or less shall be dropped and fractions amounting to six 
hundred-thousandths (0.00006) or more shall be considered as a ten- 
thousandth of aunit. For example, if the result of a computation is: 


(a) 0.697682, disregard the figure in the sixth decimal 
place (2) and enter 0.6977; 


(bd) 0.687655, disregard the figure in the sixth decimal 
place (5) and enter 0.6876. 


The person in charge will be responsible for the maintenance 
of a constant flow of work. Whenever possible, the person in charge 
siould assign a separate lot to each computing clerk. 


Computations will be performed and entered on NCR-14 or NCR-16, 
whichever is applicable. Perform all computing operations for all 
Forms NCR-14 in the lot, and then perform computing operations for all 
Forms NCR-16 in the lot. If there are any Forms NCR-18 in the lot, 
perform computing operations on such Forms NCR-18 in accordance with 
the instructions contained in NCR-20a before performing any computing 
operations on Forms NCR-14 and NCR-16 in the lot. . 


I. Instructions to Computing Clerks for Making Computations on NCR-14. 
1. Make the computations in column (6) through line 21. Pro- 
ceed next to make the computations through line 21 in column 
(a), column (bd), column (c), and colurn (d), respectively. 
Then make the computations in line 26, except in column (f), 
and, lastly, make the computations in column (f). 
2. Computations for Column (e) - General. 
a. 2(e) shall be obtained by mltiplying l(e) by 0.15. 
b. Enter in 15(e) the entry in 26), 
c. 4(e) shall be obtained by multiplying 3(e) by the 
county rate entered in the space provided therefor 
at the top of NCR-14. 
d. 5(e) shall be obtained by multiplying 2(e) by 4(e). 


e. 6(e) shall be obtained by subtracting from 6(f) the 
sum of the éntries in l(a), 1b), 1(¢), and 1(a)- 


f. Enter in 7(¢) the larger of i(e) or 6(e). 
ge. 8(e) shall be obtained by multiplying 1(e) by 0.85. 


h. 9(e) shall be obtained by subtracting from 7(e) the 
entry in 8(e). 


i. 11(e) shall be obtained by subtracting from 7(e) the 
entry in 10(e). Enter zero if 10(e) is equal to or 
greater than 7(e). 


j. Determine whether 1l(e) is equal to, greater than, or 
less than 9(e). 


(1) If 11(e) is equal to or greater than 9(e) 


(a) Enter "xxx! in 12(e) and 13(e) 


ma to ae 


(b) Enter in 14(e) the entry in 5(e). 
(c) Enter zero in 20(e) and 21(e). 
(2) Tio (e\eteuless than, 9 (2) 
(a) 12(e) shall be obtained by dividing 11(e) 
by 9(e). Strike the percentage symbol in 
12(e) and make the entry in 12(e) as a ratio. 


(b) 13(e) shall be obtained by multiplying 12(e) 
by 5(e). 


(c) Enter in 14(e) the entry in 13(e). 
(a) 20(e) shall be obtained by subtracting from 
10(e) the entry in 7(e). Enter zero if 7(e) 


is equal to or greater than 10(e). 


(e) 21(e) shall be obtained by multiplying 20(e) 
by 4(e). 


Computations for Column (a) - Tobacco. 
a. 2(a) shall be obtained by multiplying 1(a) by 0.30. 
b. 4(a) shall be obtained by multiplying 3(a) by, 
(1) 0.0535 if column (a) is headed "Burley"; 
(2) 0.0374 if column (a) is headed "Dark air-cured"; 
(3) 0.0321 if column (a) is headed "Cigar Leaf"; 
(Ay pOc0Gel, AF. Snes is headed "Eastern Ohio Export." 
c. 5(a) shall be obtained by multiplying tay Wy 4a). 


d. Determine whether l(a) is equal to, greater, or less 
than 10(a). 


(1) If l(a) is greater than 10(a) 


(a) 11(a) shall be obtained by subtracting from 
1(a) the entry in 10(a),. 


(bo) 13(a) shall be obtained by multiplying 4(a) 
by TCs). 


(c) Enter in 14(a) the smaller of 5(a) or 13(a). 


(d) 


(e) 


La vi 


15(a) shall be obtained by mailtiplying 1(a) 
by 0.20. 


Enter a zerd in 20(a) and 21(a). 


(2) If 1(a) is equal to or less than 10(a), 


(a) 


a. 2(b) shall be obtained by multiplying 1(b) by 0.35 unless 


Enter a zero in 11(a), 13(a), and 14(a). 


15(a) shall be obtained by multiplying 1(a) 
by 0.20. , 


20(a) shall be obtained by subtracting from 
10(a) the entry in l(a). 


21(a) shall be obtained by multiplying 4(a) 
by 20(a). 


If the word "Cotton" has been stricken from the 
box heading of column (b) and the name of a type of 
tobacco has 
column (b) the computations set forth for colum Ca). 


been substituted therefor, repeat for 


Computations for Column (b) - Cotton, 


1(b) is 5.7 or less, in which ease enter 2.0 on IR Geb hy, 
whichever is smaller. 


4(b) shall be obtained by multiplying 3(b) by 0.0535. 


ce 5(b) shall be obtained by multiplying 2(b) by 4(b). 


d. Determine whether 1(b) is equal to, greater, or less 
than 10(b). 


(1) If 1(b) is greater than 10(b) 


(a) 


(bd) 


(c) 
(d) 


(e) 


11(b) shall be obtained by subtracting from 
1(b) the entry in 10(b). 


13(b) shall be obtained by multiplying 4(b) 
by Lite, 


Enter in 14(b) the smaller of 5(b) or 13(b). 


15(b) shall be obtained by multiplying 1(b) 
by ORO. 


Enter a zero in 20(b) and 21(b). 


l 
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(2). .1f,1(b) is equal to, or Mess, than-10(b), 
(a) Enter a zero in 11(b), 13(b), and 14(b). 


(b) 15(b) shall be obtained by mltiplying 1(b) 
by 0.20. 


(c) 20(b) shall be obtained by subtracting from 
10(b) the entry in 1(b). 


(d) 21(b) shall be obtained by mltiplying 4(b) 
by 20(b). 


5. Computations for Colum (c) ~ Sugar Beets. 
a. 4(c) shall be obtained by multiplying 3(c) by, 
(1) for Illinois - 0.400 
(2) for Indiana - 0.401 
(3) .for Iowa ~ 0.885 
(4) for Michigan + 0.412 
(5) for Minnesota - 0:408 
(6) for Nebraska - 0.888 
(7) for Ohio - 0.397 
(8) for South Dakota - 0.420 
(9) for Wisconsin - 0.400 
- 13(c) shall be obtained by miltiplying 1(c) by 4(c). 
c. Enter in 14(c) the entry in 13(c). 
d. 15(c) shall be obtained by maltiplying 1(c) by 0.25. 


e. 20(c) shall be obtained by subtracting from 10(c) the 
entry in l(c). 


f. 21(c) shall be obtained by multiplying 4(e) by 20(c). 
(4(e) is the rate per acre show in line 4 of the column 
with the box heading "General.'") 

6. Computations for Column (d) - Flax. 


‘a. 4(d) shall be obtained by miltiplying 3(d) by 0.214. 


Gh 


13(d) shall be obtained by miltiplying 1(d) by 4(d). 
Enter in 14(d) the entry in 13(d). 
15(d) shall be obtained by multiplying 1(d) by 0.20. 


20(d) shall be obtained by subtracting from 10(d) the 
entry in 1(d). 


21(d) shall be obtained by mltiplying 4(e) by 20(d): 
(4(e) is the rate per acre shom in line 4 of the column 
with the box heading "General.'') 


Computations for Soil Building Practices. 


ae 


The entry in line 26 for each practice number in line 22 
shall be obtained by miltiplying the entry in line 24 by 
the entry in the corresponding column in line eo, unless 
the practice number is "(m)", in which case enter in line 
26 the smaller of the amounts obtained by: 


(1) Multiplying the number of acres in line 24 by the 
rate per acre in line 25, and 


(2) Multiplying the number of feet shown to the right of 
the practice number in line 23 by $0.004. 


Computations for Column (f) - Total. 


a. 


D 


Enter "xxx! in 13(f). 


14(f) shall be obtained by adding 14(a), 14(b), 14(e), 
14(d), and 14(e). 


15(f) shall be obtained by adding 15(a), LStb)e Later 
15(d), and’ 15(e). 


17(f£) shall be obtained by subtracting from T5(i)) the 
entry in 16(f). 


18(f) shall be obtained by mltiplying 17(f) by 5 vand 
then multiplying the product by 4(e). (4(e) is the rate 
per acre shown in line 4 of the column with the box 
heading "General.") Do not round the fraction obtained 
when 17(f) is multiplied by 1.5. 


19(f) shall be obtained by subtracting from 14(f) the 
entry in 18(f). | 


21(f) shall be obtained by adding Bute OL bya (ey. 
21(d), and 2i(e). 


fT. 


Ne 


ew ae 


22(f) shall be obtained by adding 16(f) and the entry 
shown in the space following the word "plus" in line 22 
and multiplying such sum by one dollar ($1.00). If the 
product is less than $10.00 enter $10.00 in 22(f). 


26(f) shall be obtained by adding the entries in line 
26 for each of the several practices. 


Enter in 27(f) the smaller of 22(f) or 26(f). 
28(f) shall be obtained by adding 19(f) and 27(f). 


29(f) shall be obtained by subtracting from 28(f) the 
entryrans cif): 


31(f) shall be obtained by multiplying 29(f) by 30(f). 
If the result obtained is $0.10 or less consider such 
NCOR-12 as a "No Payment" case. Prepare and attach 
RF-4 thereto. 


Make no entries in .32(f) and 33(f) at this time. 


Instructions for Making Computations on Form NCR-16. 


Except as otherwise provided in this Section II of Part V, the 
figures involved in any computation shall be taken from the same 
line as that for which the computation is being made. 


1. Part I of NCR-16. Crops in General Soil Depleting Base. 


Ae 


Colum (d) shall be obtained by multiplying column (c) 

by the county rate entered in the space provided therefor 
at the top of the sheet immediately below the applicant's 
name. 


Column (f) shall be obtained by multiplying column (d) by 
column (e). 


Column (g) shall be obtained by subtracting from the 
entry in 4(f) in the appropriate block of NCR-15, the 
sum of the entries-in 1(a), 1(b), l(c), and 1(d), in 
such block of NCR-15. Complete all entries in column 
(g) before making other computations. 


Column (i) shall be obtained by multiplying column (h) 
by 0.85. 


Column (k) shall be obtained by multiplying column (f) 
by column (2). 


Column (1) shall be obtained by multiplying column (f) 
by column (h). 


a ere 


Column (m) shall be obtained by multiplying column (f) 
by column (i). bse 


Column (n) shall be obtained by multiplying column (f) 
by column (j). 


Column (0) shall be obtained by subtracting from column 
(1) the entry in column (m). 


Add the entries for application farms in columns (Ic), 

(1), (m), (m), and (0), and insert the subtotal for each 
of these columns immediately below the last figures for 
application farms. Obtain the subtotals for the same 
columns for non-application farms. Enter such subtotals 
below the last figures for non-application farms. If 
NCR-16, Part I, does not contain a sufficient number of 
lines to list all application farms for any applicant 

and it is necessary to use more than one sheet, obtain 
the subtotals in colums (k), (1), mee (n), and (o) for 
the first sheet and place such subtotals in the appropriate 
columns on the last line of the first sheet and on the 
first line of the second sheet. Proceed in a similar 
manner if additional sheets are needed for application 
farms” If eattertaly application farms have been listed, 
additional sheets are necessary for non-application farms, 
obtain and carry forward subtotals for non-application 
farms in the same manner, using care to keep subtotals 
for application farms and non-application farms separate. 


Make the entries and computations in column (p) as follows: 


(1) Enter in item 1 the larger of the subtotals of 
column (k) or column (1); 


(2) Enter in item 2 the subtotal of column (n) for 
application farms. 


(3) Enter in item 3 the subtotal of column (m) for 
application farms. 


(4) Item 4 shall be obtained by subtracting from item 
1 the entry in item 2. 


(5) Item 5 shall be obtained by subtracting from item 1 
the entry in item 3. 


(6) Determine whether item 4 is equal to, greater than 
or less than item 5. 


(a) If item 4 te. equal to or greater than item 5, 


Zs 


(7) 


(8) 


(9) 


Part 11. 


(a-1) 


(a2) 


(a-3) 


(a-4) 


ee ae 


Enter 'txxx! in items 6 and 8. 


Enter in item 7 the subtotal of column 
(o) for application farms. 


Entér in item 9 the entry in-item 7. 


Fnter zero in item 10. 


(b) If item 4 is less than item 5, 


(b-1) 


(b-2) 
(b-3) 


(b-4) 


(b-5) 


Item 6 shall be obtained by dividing 
item 4 by item 5. (Make the entry in 
item 5 as a ratio.) 


Enter in item 7 the subtotal of column 
(o) for application farms. 


Item 8 shall be obtained by multiplying 
item 7 by item 6. 


Enter in item 9 the entry in item 8. 
Item 10 shall be obtained by subtracting 


from item 2 the entry in item 1. (Enter 
zero if item 2 is less than item 1.) 


Enter in item 11 the larger of the subtotals of 
column (k) or column (1) for non-application farms. 


Enter in item 12 the subtotal of column (n) for non- 
application farms. 


Item 13 shall be obtained by subtracting from item 
12 the entry in item 11. If the result obtained is 
zero or less, enter a zero. 


Tobacco. 


a. Column (d) shall be obtained by mitiplying column (c) by: 


(1) 0.0535, if the name of the type of tobacco is "Burley". 


(2) 


(3) 


(4) 


0.0374, if the name of the type of tobacco is "Dark 


Air-Cured.!"! 


0.0321, if the name of the type of tobacco is "Cigar 


Leaf." 


0.0321, if the name of the type of tobacco is "Eastern 
Ohio" Export." 


~ 10 — 
Column (f) shall be obtained by multiplying column (d) 
by column (e). 


Column (i) shall be obtained by multiplying colum (zg) 
by 0.30. 


Colum (j) shall be obtained by multiplying column (f) 
by column (¢). 


Column (k) shall be obtained by multiplying column (f) 
by column (h). 


Column (1) shall be obtained by multiplying column (f) 
by column (i). 


Column (m) shall be obtained by subtracting from column 
(j) the entry in colum (k). 


Column (n) shall be obtained by subtracting from column 
(k) the entry in column (Eh). 


(For each line either column (m) or column (n) will be 
zero. ) 


Obtain a separate subtotal for application farms and a 
separate subtotal for non-application farms for columns 
(1X), om), and) (nd. “If more than one sheet of NCR-16, 
Part II, is needed, subtotals for application and non- 
application farms should be handled in the same manner 
as outlined for Part I. 

Make the entries and computations in column (o) as follows: 


(1) Enter in item 1 the subtotal of column (m) for appli- 
cation farms. 


(2) Enter in item 2 the subtotal of column (n) for appli- 
cation farms. 


(3) Determine whether item 2 is equal to, greater or 
less than item l. 


(a) If item 2 is equal to item 1s 

(a-1) Enter "xxx! in item 4. 

(a-2) Enter zero in items 35S. andes. 
(ob) Ef item Site wean ihe item 1, 


(a-1) Item 3 shall be obtained by subtracting 
from item 1 the entry in item 2. 


ee See 
(eae) Enter in item 4 the subtotal of column 
(1) for application farms. 


(a-3) Enter in item 5 the smaller of item 3 
or item 4. 


(a-4) Enter a zero in item 6. 

(c) If item 2 is greater than item 1, 
(a-1) Enter "xxx! in item 4. 
(a-2) .Enter zero in items 3 and 5. 


(a-3) Item 6 shall be obtained by subtracting 
from item 2 the entry in item l. 


(4) Enter in item 7 the subtotal of colum (m) for 
non-application farms. 


(5) Enter in item 8 the subtotal of column (n) for 
non-application farms. 


(6) Item 9 shall be obtained by subtracting from 
item 8 the entry in item 7. If the result 
obtained is zero or less enter zero. 


Part Lil. Cetton. 


ae 


Column (d) shall be obtained by maltiplying column (c) 
by 0.0535. 


Column (f) shall be obtained by miltiplying column (d) 
by column (e). 


Column (i) shall be obtained by miltiplying column (g) 
by 0.35, unless column (g) is 5.7 or less, in which case 
column (i) shall be 2.0 or column (g), whichever is smaller. 


Column (3) shall be obtained by mltiplying column (f) 
by column (g). 


Column (k) shall be obtained by multiplying column (f) 
by column (h). 


Column (1) shall be obtained by multiplying column (f) 
by column (i). 


Column (m) shall be obtained by subtracting from column 
(j) the entry in column (k). 


rl Tees 


Column (n) shall be obtained by subtracting from column 
(k) the entry in colunn (j). (For each line either 
column (m)- or column :(n) will be zero.) 


Let. Obtainta separate subtotal for application farms and a 


separate subtotal for non-application farms for columns 
(HOY Mal end (n). If more than one sheet of NCR-16, 
Part IIIT :is needed subtotals for application and non- . 
application farms should be handled in the same manner 
as outlined for Part I of NCR-16. 

Make the entries and couputations in column (0) as follows: 


(LyMkntentin dtemubine subtotal of column (m) for 
application farms. 


(2) Enter sinvut temucdine subtotal of column (n) for 
application farms. 


(3) Determine whether item “ is equal to, greater, or 
less than item 1. 


(a) If item 245 equal to item 1, 

(a-1). Enter 'xxx" in item 4. 

(a-2) Enter zero in items 3, 5, and 6. 
(b)> If itentoieesees than item 1, 


(a-l) Item 3 shall be obtained by subtracting 
from item 1 the envryvan item 2, 


(a-2) Enter in item 4 the subtotal of column 
(1) for application farms. 


(a-3) Enter in item 5 the smaller of item 
5 or item 4. 


(a-4) Enter a zero in item 6. 

(c) “If item 2 45 greater than item 1, 
(a-1) Enter "xxx!" in item 4, 
(a-2) Enter zero in items 3 and 5. 


(a-3) Item 6 shall be obtained by subtracting 
from item 2 the entry in item l. 


Tae 


as Bese 


(4) Enter in item 7 the subtotal of column (m) for 
non-application farms. 


(5) Enter in item 8 the subtotal of column (n) for 
non-application farms. 


(6) Item 9 shall be obtained by subtracting from 
item 8 the entry in item 7. If the result obtained 
is zero or less enter zero. 


Part IV. Sugar Beets. 


a. 


Column (a) shall be obtained by multiplying column (c) by: 
(1) For Illinois - 0.400 

C2) sifox rote - 0.401 

(3) For Iowa - 0.385 

(4) For Michigan - 0.412 

(5) For Minnesota - 0.408 

(6) For Nebraska - 0.388 

(7) Por Ohio - 0.397 

(8) For South Dakota - 0.420 

(9) For Wisconsin - 0.400 


Column (f) shall be: obtained by mltiplying column (4d) 
by column (e) 


Column (h) shall be obtained by mltiplying column (f) 
by column (g). 


Column (j) shall be obtained by subtracting from column 
(i) the entry in column (g). 


Colum (k) shall be obtained by multiplying column (e) 
by column (j). 


Column (1) shall be obtained by multiplying column (k) 
by the rate per acre shown in column (d) of Part I for 
such farm. 


Obtain subtotals for application farms and separate sub- 
totals for non-application farms for columns (h) and (1). 


6. 


Beh sce 


h. Make the entries in column (m) as follows: 


(1) 


(2) 


(3) 


Part V. 


Enter in item 1 the subtotal of column 
application farms. 


Enter in item 2 the subtotal of column 
application farms. 


Enter in item 3 the subtotal of colum 
application farms. 


Flax. 


a. Column (d) shall be obtained by miltiplying 
by 0.214. 


b. Column (f) shall be obtained by m1tiplying 
by column (e). 


c. Column (h) shall be obtained by multiplying 
by column (g). 


d. Column (j) shall be obtained by subtracting 
(i) the entry in column (2). * 


e. Column (k) shall be obtained by multiplying 
by colum (j). 


f. Column (1) shall be obtained by miltiplying 
by the rate per acre for such farm shown in 
of Part. 


(h) for 


Cinntor 


(1) for non= 


column (c) 


column (d) 


column (f ) 


from column 


column (e) 


column (k) 
column (d) 


&- Obtain subtotals for application farms and separate sud- 


totals for non-application farms for columns (h) and (1). 


h. Make the entries in column (m) as follows: 


var, Vi. 


Enter in item 1 the subtotal of column 
application farms. 


Enter in item 2 the subtotal of column 
application farms. 


Enter in item 3 the subtotal of column 
application farms. 


Deduction for Failure to Meet Minimum. 


(h) for 


(1) for 


(1) for non- 


a.» Column (h) shall be obtained by multiplying column (c) 
by LO20;, 


4% 


eee 
Column (i) shall be obtained by 
by 0% 20% 


Column (3) shall be obtained by 
by 0.25. 


Column (k) shall be obtained by 
by 0.20% 


Column (1) shall be obtained by 
bye Ss 


Column (m) shall be obtained by 
eolumie (hs a (i) tk) 5) and 


Column (p) shall be obtained by 
by column (0). 


Colum (q) shall be obtained by 
by column (0). 


multiplying column 

multiplying column 

multiplying column 

multiplying column 

bg the entries 
1). 


multiplying column 


multiplying column 


Obtain totals for columns (p) and (q). 


Make the entries and computations in column (r) as 


(1) Enter in item 1 the total of column (p). 


(2) Enter in item 2 the total of column (q). 


(d) 


(e) 


Cg 


(g) 


aia! 


(n) 


follows: 


(3) Item 3 shall be obtained by subtracting from item 1 


the entry in item 2. 


(4) Enter in item 4 the largest of the entries in column 
(d) of Part I - Crops in the General Soil Depleting 


Base. 


(5) Item 5 shall be obtained by multiplying item 
item 4 and then mltiplying the product by l. 
Do not round the fraction obtained when item 


multiplied by item 4. 


Ve Paervevideeesorl Boriding Payment. 


Ae 


Column (e) shall be obtained by 
column (d), and multiplying the 
If the product obtained is less 
in column (e). 


adding column (c) 
sum by one dollar 
than $10.00 enter 


and 
($1.00). 
$10.00 


Column (g) shall be obtained by multiplying column (e) by 


column (f). 


eas ee 

Column (j) shall be obtained by miltiplying colum (f) 

by column (i). 

Column (1) shall be obtained by multiplying column (j) 

by column (k), unless the practice number in column (h) 

for such line is "(m)", in which case enter in column 

(1) the smaller of the amounts obtained by: 

(1) Multiplying column (3) by column (k), or 

(2) Multiplying the number of feet shown to the right 
of the practice number in column (h) by $0.C04, 
and multiplying the product by column (f). 

Obtain totals for columns (g) and (1). 

Make the entries in column (m) as follows: 

(1) Enter in item 1 the total of column (1). 

(2) Enter in item 2 the total of column (g). 


(3) Enter in item 3 the smaller of item 1 or item 2. 


Part VIII. Grand Summary, 


a. 


Make transfers from the summaries of Parts I, II, Di 
IVyOVs Vif. ad evil ieto (Parti VEll seasef ollows: 


(1) Item 9, Part I to item 1, Part VIII. 
(2) Item 10, Part I, to item 11, Part VIII. 
(3) Item 13, Part I to item 17, Part VIII. 
(4) Item 5, Part II to item 2, Part VIII. 
(5) Item 6, Part II to item 12, Part VIII. 
(6) Item 9, Part II to item 18, Part VIII. 
(7) Item 5, Part III to item 3, Part VIII. 
(8) Item 6, Part III to item 13, Part VIII. 
(9) Item 9, Part III to item LOY Pereeyili« 
(10) Item 1, Part IV to item 4, Part VIII. 


(11) Item 2, Part IV to item 14) Part. Vili. 


as 2 os 


(12) . Item 3, Part IV to item 20, Part VIII. 
Gua wditem ly Part sito item 5. Fest. vill. 

(14) (item’2, Part V¥ to item 15, Part VIII. 
CLS \ilben 5, Part. V tomitem cl, cpant MLL. 
(16) Item 5, Part VI to item 7, ne: eles 
(17) Item 3, Part VII to item 9, Part’ VIII. 


b. If there is no computation sheet for any part of NCR-16 
enter zero in Part VIII for all entries which would other- 
wise be made from such part of NCR-16. 


c. Item 6 shall be obtained by adding items 1, 2, 3,4, and 5. 


d. Item 8 shall be obtained by subtracting from item 6 the 
entry in item 7. 


e. Item 10 shall be obtained by adding item 8 and item 9. 


to -Dtemuloushall. be, obtained. Uy addinauiitems 11, Le; 13, 14, 
and 1S. 


g. Item 22 shall be obtained by adding items 17, 18, 19, 20, 
and jc. 


h. Item-23 shall be obtained by subtracting from item 10 the 
sum of items 16 and 22. If the result obtained is $0.10 
or less, consider such NCR-15 as a "No Payment" case. 
Prepare and attach RF-4 thereto. 


i. Make no entries in items 24 and 25 at this time. 
Til. Instructions to Review Clerks. 


1. Verify every computation made by the computing clerk, following 
the instructions outlined in Sections I and II of this pro- 
cedure. Use the copy of NCR-14 or NCR-16 in verifying the 
computations made by the computing clerk in order that poor 
carbon impressions may be detected and made legible. Ifa 
computation is found to be incorrect, repeat the computation 
to make certain that the original computation is incorrect, 
draw a line through the incorrect figure and enter the 
correct figure in the same space. If a large number of 


Iv. 


vei f 2 


errors is found, refer the lot to the person in charge, who 
may have all sheets recomputed if it is deemed advisable. 


2. Upon completion of the review work in connection with a lot, 
initial the copies of all Forms NCR-14 and NCR-16. 


3. Sign and enter the date in the spaces provided therefor on 
RF-2 and release the lot. 


Instructions to Clerks Designated to Determine Administrative 


————— ee ee pee rp eer 


Expense Deductions. 


After the completion of the computation and review work in con- 
nection with a county block, determine whether such county block 
is the final transmittal from the county. The notation "final 
transmittal" should appear at the top of RF-~2 for each lot in 
the county block if such county block is the final transmittal. 
If RF-2 bears the notation "See Co. block No. 7) for thie 
county", obtain the appropriate county block if e11 computation 
and review work in connection with such county block is com- 
pleted. Obtain from the Accounting Section copies of all Forms 
ACP-13B for the appropriate county. Use the copies of ACP-13B 
which were returned from the Disbursing Office. Check the range 
of serial numbers on ACP-13B and on Forms RF-2 attached to the 
final transmittal to determine that no county blocks or lots are 
Missing. 


The percent of administrative expenses for each county shall 
be determined by the use of Form NCR-24, which shail be prepared 
in quadruplicate. A sample copy of NCR-24 is attached at the end 
of this Part V. <A sufficient supply should be mimeographed in 
each State office. The computations on NCR-24 will be based upon 
subtotals obtained from Forms ACP-13B and from Forms NCR-12, 
NCR-15, and NCR-17 in the final transmittal. For the purpose of 
these instructions, "final transmittal" shall mean the final 
transmittal and any other transmittal from the same county for 
which initial payments have not been made. { 


1. Prepare NCR-24 as follows: 


a. Obtain subtotals of column (c) of ACP-13B for all Forms 
NOR-12, NCR-15, and NCR-17. Enter the results in Tae 
e(a), and 3(a), respectively, of NCR-24. Verify such 
subtotals by checking the items on the adding machine 
tape against ACP-13B. ; 


Note: All serial numbers under 5,000 represent Forms 
NCR-12. Serial numbers in the 5,000 series 
represent Forms NCR-15. Serial numbers in the 
7,000 series represent Forms NCR-17. 


ees 


Multiply the entries in l(a), 2(a), and 3(a), by 1.07 
and enter the results in 1(b), 2(b), and 3(b), re- 
spectively. 


Obtain subtotals of colum (d) of ACP-13B for all 

Forms NCR-12, NCR-15, and NCR-17 and enter such sub- 
totals in 4(b), 5(b), and 6(b), respectively, of NCR-24. 
Verify such subtotals by checking the items on the adding 
machine tape against ACP-12B. 

7(b) of NCR-24 shall be obtained by adding 1(b) and 4(b). 
8(b) of NCR-24 shall be obtained by adding 2(b) and 5(b). 
9(b) of NCR-24 shall be obtained by adding 3(b) and 6(b). 


Enter in 7(c) of NCR-24 a subtotal of gross payments for 


- all Forms NCR-l2 in the final transmittal, which subtotal 


shall be ebtained by adding the entries in 31(f) of the 
related Forms NCR-14. Verify the subtotal obtained by 
checking the items on the adding machine tape against the 
Forms NCR-14. 


Enter in 8(c) of NCR-24 a subtotal of gross payments, for 
all Forms NCR-15 in the final transmittal, which subtotal 
shall be obtained by adding the entries in item 23 of 
Part Vill of the related Forms NOR-16. Verify the sub- 
total obtained by checking the items on the adding machine 
tape against the Forms NCR-16. 


‘Enter in 9(c) of NCR-24 a subtotal of jgross payments for 


all Forms NCR-17 in the final transmittal, which subtotal 
shall be obtained by adding the entries in column (u) of 
the related Forms NCR-18C for all sharecroppers and for 
operators when such operators executed Forms NCR-12. 
Include also the entry in column (u) of Forms NCR+18C for 
landlords when such landlords executed Forms NOR-12 and 
such Forms NCR-12 are included in the final transmittal. 
If NCR-23, Revised, is attached to an NCR-12 in the final 
transmittal, include in this subtotal the entry in item 
10 of such NCR-23, Revised. If NCR-23 is attached to an 
NOR-1l2 in the final transmittal,. include in this sub-— 
total a figure obtained by multiplying item 10 of such 
NCR-23 by 1.07 and adding %o such product the entry 

in item 11 of such NCR-23. Verify the subtotal obtained 
by checking the items on the adding machine tape against 
the respective Forms NCR-18C, NCR-23 and NCR-23, Revised. 


10(b) of NCR-24 shall be obtained by adding the number 
of Forms NCR-12 listed on ACP-12B. 


Beg tee 


11(b) of NOR-24 shall be obtained by adding the number 
of Forms NCR-15 listed on ACP~13B. 


10(c) of NCR-24 shall be obtained by counting the number 
of Forms NCR-12 in the final transmittal. Do not include 
Forms NCR-12 which cover cotton farms or sharecropper 
farms and do not include "No Payment" cases. 


ll(c) of NOR-24 shall be obtained by adding the number 

of Forms NCR-15 in the final transmittal. Do not include 
Forms NCR-15 which cover cotton farms or sharecropper 
farms and do not include "No Payment" cases. 


Obtain entries in 7(d), 8(d), 9(a), 10(d), ana 11(d) of 
NCR-24 by adding the entries in columns (b) and (c) for 
Ines. owes oe and. 11, respectively. 


12(d) of NCR-24 shall be obtained by dividing 7(d) by 
Orda 


13(d) of NOR-24 shall be obtained by dividing 8(d) by 
Lays 


For counties in Areas "B" and "CG" the number of Forms 
NCR-le and NCR-15 which do not cover cotton farms may not 
be large enough to obtain accurate averages in 12(d) and 
13(d). For these counties, obtain 12(d) and 13(d) as 
follows: 


(1) Obtain a subtotal of gross payments for at least 
100 Forms NCR-12 in the final transmittal, which 
cover cotton farms and sharecropper farms. Include 
payments to the operator and all sharecroppers when 
an NCR-17 is attached to the NGR-12 and include 
payments to the landlord when NCR-17 is not attached 
to the NCR-12. Verify such subtotal. 


(2) Divide the subtotal just obtained by the total number 
of Forms NOR-12 and enter the result in L2ACds of 
NCR-24. 


(3) Obtain a subtotal of éross payments for at least 
100 Forms NCR-15 which cover cotton farms and share-— 
cropper farms, Obtain data from Forms NCR-15 in 
the final transmittal, to which Forms NCR-17 or 
NCR-23 are attached or from copies of Forms NCR-16 
in the files located in the Receiving and Files Unit, 


to which copies of Forms NCR-18 are attached. Verify 
such subtotal. 


vy 


et 


(4) Divide the subtotal just obtained by the total 
number of Forms NCR-15 and enter the result in 
23(d)" of NCRo24." 


r. Determine the number of suspended Forms NGR-12 and NCR-15 
in the Application Clearance Unit and the number of such 
forms suspended from the final transmittal. Enter such 
numbers in items 14(d) and 15(d), respectively, of NOR~24. 
Include suspended Forms NOR-12 and NCR-15 to which Forms 
NCR-17 are attached. 


s. 16(d) of NCR-24 shall be obtained by mltiplying 12(d) 
by 14(d). 


t. 17(d) of NOR-24 shall be obtained by multiplying 13(d) 
by 15(4). 


u. 18(d) of NCR-24 shall be obtained by adding 7(d), 8(d), 
9(d), 16 (Cc) and 17(d). 


v. 19(d) shall be obtained by miltiplying 18(d) by a figure 
determined by the State Committee to be a sufficient 
allowance for applications yet to be transmitted by the 
county. If necessary, the State Committee may communicate 
with the county committee to obtain information regarding 
this matter. The allowance may not exceed 2 percent of 
19(d) of NCR~24 and if it is felt that the number of 
applications yet to be received would warrant a larger 
allowance, the work on NCR-24 shall be discontinued until 
the remaining applications are received from the county. 


w. 20(d) of NCR-24 shall be obtained by adding 18(d) and 
19(d). : 


x. The entry for 21(d) of NCR-24 shall be obtained from the 
Accounting Section where the total Administrative Expenses 
for the county will have been determined on NCR Office 
Form No. 5. At the time this item is obtained from the 
Accounting Section, advise the Accounting Section of the 
total gross payments as shown in item 20(d) of NCR-24. 


y. 22(d) of NCR-24 shall be obtained by dividing 21(d) by 
20(d). Enter the result as a ratio. 


Verify all computations on NCR-24 to insure accuracy. 


After the computations on NOR-24 have been verified, refer 
all copies of NCR-24 to the Chairman of the State Committee 
for approval. The Chairman will sign all copies and will 
retain one copy. One of the remaining copies shall be 


= PB a 


. transmitted to the person in charge of the Application 


for Payment Section, one copy transmitted to the Director 
of the North Central Division in Washington and the 
original shall be retained in the Computation Unit. 


.., The person in charge of the Computation Unit shall enter 
the percent of administrative expenses on the RF-2 for 


each lot in the final transmittal. If the percent is 
in excess of 0.1000, enter 0.1000. 
PR UBKCE SS OT Y. 10005, .6nters0.1000 


Instructions to Computing Clerks for Completing Computations 
on Forms NCR-14, NCR-16 and NCR-18. 


The final transmittal shall be assigned, by lots, to computing 
clerks who shall complete the computations. on Forms NCR-14, 
NCR-16 and NCR-18 as follows: 


Tae 


In the case of NCR-14 


a- Enter in the blank space in line 32 following the word 
"expenses! the percent of administrative expenses 
determined under Section IV, supra. 


b. 32(f) shall be obtained by miitiplying 31(f) by the 
percentage figure entered in line 32 after the word 
"expenses.!! 


¢. . 33(f) shall be obtained by subtracting from 31(f) 
the entry in 32(f). 


In the case of NOGR-16 


a Enter in item 24 of Part VIII immediately following 
the word "times" the percent of administrative expenses 
determined under Section IV, supra. 


b. Item 24 of Part VIII shall be obtained by multiplying 
item 23 by the percent entered in line 2c4 after the 
word "times." 


c. Item 25 of Part VIII shall be obtained by subtracting 
from item 23 the entry in item 24. 


In the case of NCR-180 obtain entries for columns (v) 
and (w) as set forth in Part V, Section I, paragraph 9, 
of NCR-20a, Revised. 


re 


A review clerk shall verify the computations on Forms 
NCR-14, NCR-16, and NCR-18 as follows: 


1. For Forms NCR-14 repeat the calculations set forth in 
Section V, paragraph 1, supra. 


<. For Forms NCR-16 repeat the calculations set forth in 
Section V, paragraph 2, supra. 


3. For Forms NCR-18C verify computations in columns (v) 
and (w) as set forth in Part V, Section II, paragraph 5, 
of NCR-20a, Revised. 


Instructions to Review w Clerks for Execution of Certificate 


eee 


of Ad Administrative Officer. 


Execute the Certificate of Administrative Officer on Forms 
NCR-l2, NCR-15, and NCR-17, as follows: 


ir. In the case of NCR-12 


ae Transfer 31(f) of the related NCR-14 to the space 
following the words "Amount of Payment." 


b. Transfer the percentage iveure in Line oc of NOR-14 
immediately following the word "expenses" to the 
blank space following the word "less", and transfer 
32(f) of NCR-14 to the space following the words 
"percent for local administrative expenses. !! 


c. Transfer 33(f) of NCR-14 to the space following the 
words "Approved Payment to Applicant." 


d. Enter the date and sign in the spaces provided therefor. 
e- In the case of an NCR-15 


a. Transfer item 23 of Part VIII of the related NCR-16 to 
the space following the words "Amount of Payment. !! 


b. Transfer the percentage figure in item 24 of Part VIII 
of NCR-16 immediately following the word "times" to 
the space following the word "less", and transfer item 
of of Part VIII of NCR-16 to the space following the 
words "percent for local administrative expenses.! 


Ge 


d. 


~- p4.- 


Transfer item 25 of Part VIII. of NCR-16 to the space 
following the words "Approved Payment to Applicant." 


Enter the date and sign in the spaces provided therefor. 


In the case of an NCR-17 


a. 


Add the entries in column (u) of NCR-18C opposite the 
names of the sharecroppers who signed NCR-17 and 
transfer the total to the space following the words 
"Gross Payment to Sharecroppers.!" 


Add the entries in column (v) of NCR-18C opposite the 
names of the sharecroppers who signed NCOR-17 and transfer 
the total to the space following the words "Administrative 
Expenses. !! 


Enter in column (q) of NCR-17 opposite the name of each 
sharecropper who signed in column (r) the amount shown 

in column (w) of NCR-18C opposite the name of such 
sharecropper. Enter "xxx" in column (q) opposite the 
names of the landlord and operator. Obtain a total for 
column (q) and transfer such total to the space following 
the words "Net Payment to Sharecroppers" in the Certifi- 
cate of Administrative Officer. 


When NCR-17 is not attached to an NCR-12 and an NCR~23, 
Revised, is attached thereto, transfer. the entries in 
items 10, 11, and 12 of such NCR-23, Revised, to the 
first, second, and third spaces, respectively, in the 
Certificate of Administrative Officer on NCR-12. Enter 
the percent of administrative expenses in the space pro- 
vided therefor in the Certificate of Administrative 
Officer. 


When NCR-17 is not attached to an NCR-12 and an NCR-23 
is attached thereto, proceed as follows: 


(1) Multiply item 10 of NOR-23 by 1.07. 


(2) Add to the result obtained in the preceding step 
(1) the entry in item 11 of NCR-23 and enter the 
result in the first space in the Certificate of 
Administrative Officer on NCR-12. 


(3) Enter the percent of administrative expenses in 
the space provided therefor in the Certificate of 
Administrative Officer on NCGR-12. 


ed 


es 


(4) Multiply the result obtained in the preceding 
step (2) by the percent of administrative 
expenses and enter the result in the second 
space in the Certificate of Administrative 
Officer. 


(5) Subtract from the entry in the first space in the 
Certificate of Administrative Officer the entry 
in the second space and enter the result in the 
third space. 


(f) Enter the date and sign in the spaces provided there- 


Ow. 


Vill. Instructions for Release of County Block. 


deg 


After all computation and review work has been completed 

in connection with all lots in the final transmittal and 

in connection with all lots in transmittals not previously 
released to the Payment Schedule Unit, prepare RF-3 in 
duplicate for each county block, entering thereon in the 
spaces provided therefor the priority block number and the 
State and county code. Enter after the words "Released to! 
the words "Payment Schedule Unit! and enter the date in 

the space provided therefor. Enter in column (a) the lot 
numbers and in column (b) the total number of Forms NCR-12 
and NCR-15 in each lot. Release the county block and both 
copies of RF-3 to the Payment Schedule Unit. The original 
RF-3 will be signed and forwarded to the record clerk in 
the Receiving and Files Unit. The copy of RF-3 will be 
retained in the Payment Schedule Unit. If there are any 
suspended cases in the county block, they shall be released 
to the Application Clearance Unit, in accordance with in- 
structions in Section IV of Part III. Enter the serial 
numbers of such suspended cases in Section II of the original 
RF-2. 


The Forms ACP-13B which were obtained from the Accounting 
Section shall be returned to the Accounting Section. 


Form NCR-24 | State 
U. S. Department of pero 

Agricultural Adjustment Administration County 
North Central Region . 


ATMINISTRATIVE EXPENSE 
a re Re eee Pies 
. iClass I ‘Data from. | Data from Total 
Payments ACP-13B as final 
listed on | adjusted transmittal 
ACP—1 3B oa 


2 ee a (0) (4) 
1. Class I Payments - Forms NOR-l2 a gic y i XXX 
2: Olass I Payments - Forms NOR-15 | xxx | ee 


sarc Rameean meme Tern 
3. Class J L GEN - Forms NCR-17 


A gr rn Snr ena ern 


ne 7 en gp a 


A. Class II Payments - Forms NCR-12 


». Class II Payments — Forms NCR-15 | 


_6: Class II Payments - Forms NCR-17 x ee: 


od oe — 


_?. Gross Payments - Forms NCR len os — : eet Lede so de 


8. Gross Payments —- Forms NCR-15 | 
SaaS 

9. Gross Payments — Forms NCR~17 | 

LO Number of Forms NOR | 


11. Number of Forms NCR-15 


12. Average Payment - Forms NCR-12 ae oe 
2 iadrt.6 
13. Average Payment - Forms NOR-15 XX XXX 
a lla oe 
14. Number of Suspended Forms NCR-12 | x po Gi | 
Ee rea ce se a a Lk Ee Se Ba pings reir a rae a perdi een ens Liecor al se 
15. Number of Suspended Forms NCR-15 po as bpd | 
ete Share SAGN aaa ben ee toneete Ny AL Une Ue es Hippie Anne! Seve 
16. Estimated Payments on Suspended | 
“Forms NOR-12 Serene an eS a 
17. Estimated Payment on Suspended ! 
___ Forms NOR-15 tad eeuls sara i. eases | 
18. Total Gross Payments - Sum of items iy 3 ae ear: 
pes et Od), 16(d), and 17a ee ee 
10. Allowance for Additional Transmittal - i 
emule times 2 percent 1) 1.06 ea ere : 
20. Item 18(d) plus item 19(4) | | XXX XEX | 
re rrr Atenas | htt eee een nwnenetneereeY wencene ry sy eeme igs eRe TP tee a uae a a tg nn een connate nee NPS er cae ae 
el. Administrative Expenses aa | Fw 4 XXX 
gor Beusnt o Jonniebeictye ee uN i Pangaea 


if This allowance may vary between zero 
and 2 percent, at the discretion of Approved: . uae 
the State Committee. Chairman of State Committee 


<a) 


NCR-20 Revised _ | Issued February 9, 1987 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
WORTH CENTRAL DIVISION 


PART VI - PAYMENT SCHEDULE UNIT 


(Operation No. 6) 


The personnel of the Payment Schedule Unit shall consist of 
computing clerks, typists, adding clerks, and review clerks. Computing 
clerks shall use lead pencil and review clerks shall use red ink, 
Review clerks shall work in pairs. 


Forms ACP-13 (Revised) and ACP-13C0 shall be prepared in the 
Payment Schedule Unit. ACP-13 (Revised) will be used to schedule full 
payments to applicants in cases where first payment has not been made 
and will be prepared from Forms NCR-12, NCR-15, and NGR-17. ACP-13¢6 
will be used to schedule final payments to applicants in cases where first © 
payment has been made and will be prepared on the basis of data shom 
on ACP-13B, on which initial payments were scheduled. 


When a county block is received in the Payment Schedule Unit, such 
county block shall be assigned to typists, each typist receiving as many 
lots as.are necessary to include not more than 300 payees. If there are 
not sufficient lots to provide work for all typists under this procedure, 
the lots may be divided equally and grouped later. | 


When a number of Forms ACP-13B are received in the Payment Schedule 
Unit for the purpose of determining final payment, such forms shall be 
assigned to computing clerks, each clerk receiving as many sheets of 
ACP-13B.as are necessary to include not more than 300 payees. 


When county blocks are received, the work of scheduling full payments 
for the cases included in such blocks shall be given precedence over the 
work of scheduling final payments. During slack periods, however, 
final payments should be scheduled for counties for which the percent 
of administrative expenses has been determined. Consult the person in 
charge of the Application for Payment Section to obtain the percent of 
administrative expenses for any county. If such percent is 0.1000 or greater, 
use 0.1000, 


I. Instructions to Typists. 


wks Prepare ACP-13 (Revised) in septuple, original on ACP-13 (Revised) 
* and six copies on ACP-13A (Revised). 


a. Enter the names of the State and county in the spaces 
provided. therefor. 


b. Enter the administrative number in the space provided 
therefor. The administrative. number will consist of 
the State and county code and lot number. 


eyed 


c. Enter the sheet number in the space provided therefor, 
numbering the sheets in. pack eek consecutively, beginning 
with mumber one. 


d. Enter in column (a) the serial number shown on NCR-1le, 
NCR-15, or NCR-17, as the case may be. 


e. Enter in column (b) the name and address of the payee 
(applicant). The names and addresses of operators.and 
landlords will be taken from NCR-12 or NCR-15. When 
NCR-17 is attached to NOR-12 or NCR-15, the names 
of sharecroppers will be taken from column (r) of 
such NCR-17. Care should be taken to avoid duplication 
of names in column (a). Take only the names of 
sharecroppers from column (r) of NCR-17. The names of 
payees are to be entered in the same style as the 
applicant's signature unless the examining clerk has 
designated a different style by bracketing the portion 
of the signature which is not to appear on ACP-13 (Revised) 
or by attaching a slip of paper bearing the proper 
designation, over the signature of the payee on NOR-12, 
NCR-15, or NCR-17. In entering names and addresses of 
payees, type only in the left nalf of column (b). The 
right half of this column will be used to obtain signatures 
of payees as receipts for checks. 


f. Enter in column (c) the amount. In the case of an NCR-le 
this amount will be taken from item 33 (f) of the related 
NCR-14. For an NCR-15, this amount will be taken from 
item 25 of Part VIII of the related NCR-16. For an NCR-17, 
this amount will be taken fron column (w) of the related 
NCR-18C opposite the name of the applicant whose name has 
been typed in column (b) of ACP-13 (Revised). If the 
operator or landlord named on NCR-17 executed an NCR-le, 
the anount to be entered in column (c) of ACP-13 (Revised) 
shall be taken from column (w) of NCR-18C. If the operator 
or landlord executed an NGR-15, the entry for column (c) 
of ACP-13 (Revised) shall be taken from item 25 of Part 
VIII of NCR-16. When NOR-23 or NCR-23, Revised, rather than 
an NCR-17, is attached to an NCR-1l2, an NCR-14 will not 
have been prepared. In this event the amount will be taken 
from the space following the words "Approved Payment to 
Applicant" in the Certificate of Administrative Officer on 
NCR-12. 


Release the lot, together with Forms ACP-13 (Revised) to a 
review clerk. The review clerk will release such forms to an 
adding clerk who will obtain totals to be entered in the last 
three spaces in column (c) of ACP-13 (Revised) and will return 
the lot to the typist. 


When the lot is returned by the adding clerk, count the original 
sheets of ACP-13 (Revised) in the set and enter the number of 
sheets in the space following the word "of" and preceding the 
word "sheets" on each sheet of ACP-13 (Revised). 


ste)! Nass 


Enter in the space following ‘the words "association expenses" at the 


foot of ACP-13 (Revised) the percent of administrative expenses 
for the county, obtaining such entry from the space following 
the word "Less" in the Certificate of Adninistrative Officer on 
Forms NCR-12 and NCR-15 in the lot. 7 


Enter in column (c) of the last: sheet of ACP-13 (Revised) in 
the set the "Total Net Amount to Payees", the "Total deductions 
(association expenses _%)" and the "Total Gross Anounts", 
obtaining such amounts fro the adding machine tape attached to 
the Forms ACP-13 (Revised) by the adding clerk. 


After a set of Forms ACP-13 (Revised) has been completed, prepare 
ACP-14 in triplicate, original on ACP-14 ana two copies on 
ACP-14a for such set. 


a. Enter the administrative nunber in the space provided 
therefor in the upper right-hand corner. 


b. Enter in the space following the word "Office" in the 
upper central part of the forz the name of the office 
in which the form is being prepared, as, for example, 
"Ohio State Office", or "Iowa State Office". 


c. Enter in the space following the words "Prepared at" 
in the upper central part of the form the name of the 
city in which the State office is located. 


d. Enter in the space following the words "The United States, 
Dr. To; Persons naned on the attached Continuation Sheet 
(Payees)" in the central part of the forn the name of the 
first payee shom on the set of Forms ACP-13 (Revised) for 
the lot and after such name enter the phrase “et al.". 


€. Enter in the spaces provided therefor in the certification 
the numbers of the first and last pages of Forms ACP-13 
(Revised) in the set. 


i “Enter in® the space following the word "Agsregating" in 
the certification the amount shown in column (c) of the 
last sheet of the set of Forms ACP-13 (Revised) opposite 
the words "Total Net Amount to Payees". ; 


€&- Enter in the space following the word "Title" in the 
certification the title of the certifying officer, suth 
as "Chairman, Ohio Agri. Cons. Comm." or Member, Iowa 
Agri. Cons, Comm." 


h. Enter in the space provided therefor the date of preparation 
of ACP-14. 


Waen Forms ACP-13 (Revised) and ACP-14 have been prepared for 
a number of lots, prepare ACP-22 in septuple, covering as many 
lots as will include not more than 300 payees. 
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Enter in the space abore thie words Depes reas or Es tablish- 
ment" the word. ener an ‘ 


Enter in the space ihn Bee the. words i pamene or office! the 
letters "A.A.A." and the name of the Shake Seer eae for 
example, "A.A.A. Til. State Office". 


Enter in the space following the word "BY: the name - 
"G.F. Allen". 


Enter in the space above the words "Title or. Rani! the 
words "Chief Disbursing Officer". 


Enter in the space above the word "Station" the city and 
State where the Regional Disbursing Office is located. 

The Regional Disbursing Offices in the North Central Region 
are located as follows: 


City States 


Chicago, Illinois Iowa, Wisconsin, Illinois, 
Indiana, and Michigan 


Cleveland, Ohio | Ohio’ 


St. Louis; Missouri Missouri 
Minneapolis, Minnesota Minnesota: and South Dakota. 
Kansas City, Missouri Hey: Nebraska. 


Enter in the space following the word "Périod" the name 

of the month during which ACP-22 is prepared, except that 
if ACP-22 is prepared After the 20th day of the month, the 
name of the pea month shall be entered. 


Enter the Disbursing Officer's Snel number. in chee space 
provided therefor, 


Enter the bureau schedule number in the ‘space provided ‘ 
therefor. This number will be furnished by the person in 

charge of the Payment Schedule Unit, who shall keep a 

register of bureau schedule numbers and assign such numbers 
consecutively, to Be ie ACP ce as such pana are Pee Paredes 


Enter in the space Minister ‘the word "Date" eae date of 
preparation of ACP-—22. i 


Enter in the space following the words rein te ofmpes or 
Fund" the following: "126/72215(21)e CHIL UUSH 


Enter in the column headed "Bureau or Office Teuchar No." 


. the administrative number shown on each get .of Forms ACP+13 


(Revised) and ACP-14 for which ACP-22 is being prepared. 


IMO 


pie 


a ae 


l. Enter in the column headed "Payee" the name of the first 
payee listed on each set of Forms ACP-13 (Revised) and after 
such name enter the phrase "ct al.". 


m. Enter in the column headed "Gross Amount" the amount entered 
opposite the words "Total Gross Amounts" on the last shcet 
of each set of Forms ACP-13 (Revised) covered by ACP-22. 


n. Enter in the column headed "Deduction". the amount entcred 
opposite the words "Total Deductions (association expense 
______—-%)"' on the last sheet of each set of Forms ACP-13 
(Revised) covered by ACP-22. 


Oo. Enter in the column headed "Net Amount Due" the anount en- 
tered opposite the words "Total Net Amount to Payees" 
on the last sheet of each set of Forms ACP-13 (Revised) 
covered by ACP-22, 


p.- Enter in the space over the word "Title" at the bottom 
of ACP-22 the title of the certifying officer. 


Release ACP-22 together with all lots covered by ACP-22 
and the related Forms ACP-13 (Revised) and ACP-14 to the 
review clerk. The review clerk will release such forms to 
the adding clerk who will obtain totals for the columns 
headed "Gross Amount", "Deduction" and "Net Amount Due" on 
ACP-22 and will then return all forms covered by ACP-22 to 
the typist, 


When ACP-e< and related forms are returned by the adding clerk, 
enter in the spaces provided therefor the totals for the columns 
headed "Gross Amount", "Deduction", and "Net Amcunt Due!!! 
obtaining such totals from the adding machine tape. 


Sign and enter the date in the spaces provided therefor in 
section III of each RF-2 and release ACP-22 and all related 
forms to the review clerk, 


Preparation of ACP-13C. 


ACP-130 will be prepared in pencil by a computing 
clerk and released to a review clerk. The review olevces at ter 
verifying all entries, will release the pencil copy of ACP-13C 
together with ACP-13B, listing the cases to be covered by 
ACP-13C, to the typist. Prepare ACP-13C in septuple, original on 
ACP-13C and six copies on ACP-13a. 


a. Enter the nanes of the State and county, the administrative 
nunber and the sheet number in the spaces provided therefor, 
obtaining the nanes of the State and county from ACP-13B 
and the administrative number from the pencil copy of ACP-13C. 


b. Enter in the upper right-hand corner of ACP-130 the burcau 
schedule nwiber of the schedule of disbursements (ACP-22) 
with which the lot was included for the initial paynent. 


13. 


14. 


Be A ow 


This number may be obtained from the register of bureau 
schedule numbers maintained by .the person in charge of the 
Payment. Schedule Unit. 


es. Enter in column (a) the serial nunber, which will be 
taken fron the right-hand side of column (b) of the 
pencil copy of ACP-13¢. ~ 


d. Enter ‘in column (b) the name and address of the payee 
(applicant) which will be taken from column (b) of 
ACP-13B opposite the serial number which has been 
typed in column (a) of- ACP-13c. 


e. Enter in column (c) the final net payment, which will 
be taken fron column (c) of the pencil copy of ACP-13¢. 


f. Enter in the spaces provided therefor in colwan (c) of 
the last sheet of ACP-13C for the lot the total final 
payr-ents, the total initial paynents, the percent of 
administrative cxpenses, the total deductions for 
association expenses and the total gross snounts, 
taking such items from the last sheet of the pencil 
copy of ACP-130. 


g- Count the original sheets of ACP-13C in the set and 
enter the nunber of sheets in the space following the 
word "of" and preceding the word "sheets" at the top of 
each sheet of ACP-130C. 


When a lot bearing a lot nunber followed by a letter other 
than the letter "a" is received, indicating that final 
payments for one or more cases listed on ACP-13B are to 

be scheduled, type ACP-13C as indicated in the preceding 
paragraph ll and in addition, type one copy of ACP-13B, 
showing data in columns (a) to (e), inclusive, for the 

Case Or cases listed on ACP-13C, and in addition the data 
shown on ACP-13B in the two lines beneath the words "Continua- 
tion Sheet". Attach ‘such ACP-13B to the set of Forms 

ACP-13C. 


After a set of Forms ACP-130 is completed, prepare ACP-14 
in triplicate, original on ACP-14 and two copies on 
ACP-l4a for such set. Follow the instructions in paragraph 
6 of this Section I except that the amount to be entered 

in the certification in the space following the word 
"ageregating" shall be taken from the last sheet of ACP-136 
in the set opposite the words "Total Final Payments". 


When Forms ACP-13C and ACP-14 neve been completed for 

as many lots as will include not more than ‘300 payees, 
prepare ACP-c2 for such lots, following the instructions 
in paragraph 7 of this Section I, except that 
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a. The entries for the column headed "Gross Amount! 


shall be taken from the last sheet of the pencil 
copy of ACP-13C for each lot, beneath the words 
"Checked By", 


b. The entries for the column headed "Deduction" ghall 
be taken from the last sheet of ACP-13C for each 
lot, opposite the words "Total deductions (associa- 
tion expense GZ)", 


c. The entries for the column headed "Net Amount 
_ Due" shall be taken from the last sheet of ACP-13¢ 
for each lot, opposite the words "Total Final 
Payments". 


Release ACP-22, together with the related Forms ACP-13¢6 
and ACP-14 and the Forms ACP-13B from which Forms ACP-13C 
were prepared, to the review clerk. The review clerk will 
release such forms to the adding clerk, who will obtain 
totals for the columns headed "Gross Amount", "Deduction" 
and "Net Amount Due" on ACP-22 and will return the forms 
to the typist. 


Upon receipt of ACP-22 and all related forms from the 
adding clerk, enter in the Spaces provided therefor the 
totals of the columns headed "Gross Amount", "Deduction", and 


"Net Amount Due", obtaining such totals from the adding 


machine tape. 


Sign and enter the date in the spaces provided therefor 
in Section III of each RF-2 and release ACP-22 and all 
related forms to the review clerk. 


Instructions to Review Clerks. 


—_—_—_————— 


When an error is found on an ACP-13 (Revised), 


ACP-13C, ACP-14, or ACP-22, correct such error on all copies 
of the form. If a large number of errors is detected, the 
form should be returned to the typist to be retyped. 


Br 


When a set of Forms ACP-13 (Revised) is received, verify 
the entries on such forms as follows: 


a Verify the names of the State and county and the 
administrative number by checking such items against RF-2, 


b. Verify the serial numbers in column (a) by checking 
against the serial numbers on Forms NCR-l2, NCR-15, and 
NCR-17 in the lot. 


ce Verify the names and addresses of payees in column (>) 
by checking against the names and addresses on Forms 
NCR-12, NCR-15, and NCR-17 in the lot. 


or 


ee 


d. Verify the amounts in column (c) by checking against the 
corresponding amounts on Forms NCR-l2, NCR-15, and NCR-17 
and also against Forms NCR-14, NCR-16, and NCR-18. 


e. Check the last serial number on each sheet of ACP-13 
(Revised) against the first serial number on the next 
succeeding sheet to make certain that such serial number 
has not been duplicated. 


Initial the original and the first two copies of ACP-13 
(Revised) and release the lot, together with the set of Forms 
ACP-13 (Revised) to the adding clerk. The adding clerk will 
obtain the total net amount to payees, the total deductions, 
end total gross amounts for the set of Foms ACP-13 (Revised) 
and release the lot to the typist who will enter such totals 
in the appropriate spaces and prepare ACP-14 for the lot and 
ACP-22 for one or more lots. 


When a set of Forms ACP-22, together with Forms ACP-13 (Revised) 
and ACP-14 for the lots covered by ACP-22, is released by 

the typist, the review clerk shall check the totals on each 

set of Forms ACP-13..(Revised) and all entries on Forms ACP-14 
and ACP-22, correcting errors when necessary. After all forms 
nave been reviewed, initial all Forms ACP-14, ACP-l4a and 
ACP-22 and release such forms to the adding clerk. 


The adding clerk will Obtain totals for A0P-22 and release 
such forms to the typist who will enter the totals in the 
appropriate spaces on ACP-22. 


When ACP-22, together with the lots and related forms is re- 
turned by the typist, check the totals on ACP-22 against the 
adding machine tape. 


Sign and enter the date in the spaces provided therefor in : 
Scction III of RF-2 and release Forms ACP-22, ACP-13 (Revised) 
and ACP-14, together with the lots covered by such forms. 


Then a set of Forms ACP-22, together with one or more sets 
of Forms ACP-13C and ACP-14, is received, verify all entries 


on such forms as follows: 


Aas On Forms ACep aise 


(1) Verify the names of the State and county by checking 
against the ACP-13B listing initial payments. 


(2) Verify the administrative number, the serial numbers. 
in column (a), the amounts in column (c), and the 
totals on the last sheet of each set by checking 
against the corresponding items on the pencil copy 
of ACP-13C, 


eee 
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(3) Verify the names and adavéeses oF payees (applicants) in 
column (b) by checking against the names and addresses 
of the payees listed in column (bd) of ACP-133 opposite 
the serial numbers which have been entered in column 
(a) of ACP-13¢. 


(4) Enter the number "I" to the right of every serial number 
on ACP-13B for which a final payment has been scheduled. 
Later, if final payments are scheduled for other cases on 
ACP-13B, enter the number He ASN. Ste... depending on the 
number of Forms ACP-13C0 which have been prepared for the 
set of Forms ACP-13B. For example, when the second final 
payment lot for a set of Forms ACP-13B is prepared, enter 
the number "2" to the left of the serial numbers on 
ACP-13B for which final payment is being scheduled. 


b. On Forms ACP-14 and ACP-22, verify all entries by checking 
against the items used by the typist in preparing such forms 
(see paragraphs 6, 7, 13, and 14 of Section I of this Part VI). 


Release ACP-22 and the related Forms ACP-13C, ACP-13B, and 
ACP-14 to the adding clerk. 


When the adding clerk has obtained totals for ACP-22, he will re- 
lease ACP-22 and related forms to the typist, who will enter such 
totals in the appropriate Spaces and release the forms to the 
review clerk. we 


When a set of Forms ACP-2e and related forms is received from the 
typist verify the totals on ACP-22 by checking against the 
adding machine tape. ; 


Release the set of Forms ACP-13B from which ACP-13C was prepared, 
together with the pencil copy of ACP-13C, to the Accounting Section 
and obtain from the Accounting Section the set of Forms ACP-13B 
which was returned to the State office from the General Accounting 
Office. Attach this set of Forms ACP-13B to the set of Forms 
ACP-13C, ACP-14, and ACP-22, 


Sign and enter the date in the spaces provided therefor in Section 
III of each RF-~2 and release Forms ACP-22, ACP-13C, and ACP-14, 
together with the related Forms ACP-132B. 


Instructions to Adding Clerks. 


1. 


When a set of Forms ACP-13 (Revised), together with the 
related applications for payment, is received from the 
review clerk, obtain the following totals, rechecking each 
total to insure accuracy. . 


a Obtain the total net amount to payees by adding 
the entries in column (c) of ACP-13 (Revised) for 
all payees included in the lot. 


Es Fens 


b. Obtain the total deductions for administrative 
expense by adding 


(1). The entries opposite the words "Administrative 
Expenses" in the Certificate of Administrative 


Officer on all Forms NCGR-12 in the lot. 


(2) The entries opposite the words "Administrative 
Expenses" in the Certificate of Administrative 


@fficer on all Forms NCR-15 in the lot. 


(3) The entries opposite the words "Administrative 
Expenses" in the Certificate of Administrative 


Officer on all Forms NCR-17 in the lot. 
c. Obtain the total gross amounts by adding 


(1) The entries opposite the words "Amount of 


Payment" in the Certificate of Administrative 


Officer on all Forms NCR-12 in the lot. 


(2) The entries opposite the words "Amount of 


Payment" in the Certificate of Administrative 


Officer on all Forms NCR-15 in the Otis 


(3) The entries opposite the words "Gross Payment 
to Sharecroppers"™ in the Certificate of 
Administrative Officer on all Forms NOR-17 
in the lot. 


When totals have been obtained for ACP-13 (Revised) 


indicate on the adding machine tape the nature of each 
total. For example, identify the total obtained under 
paragraph la of this Section III as. "Total Net Amount 
to Payees". Attach the adding machine tape to ACP-13 


(Revised) and release the lot to the typist. 


When a set of Forms ACP-22 and related forms are re- 
ceived from the review clerk, obtain totals for the 
columns headed "Gross Amount", "Deduction" and "Net 
Amount Due" on ACP-22. Identify such totals on the 
adding machine tape, attach the tape to ACP-22, and 
release ACP-22 and related forms to the typist. 


When pencil copies of ACP-13C for a lot, accompanied by 


Forms ACP-13B, are received fron the computing clerk 
in the Payment Schedule Unit, obtain the following 
totals, rechecking each total.to insure accuracy. 


ae Obtain a total of column (c) of ACP-13B for all 


cases for which the number "1" has been entered to 


the right of the serial number in column (a). 
Label such total "Total Net Class I payments", 


ara 


b. Obtain a total of column (d) of ACP-13B for all cases 
for which the number "1" has been entered to the rient 
of the serial number in column (a). Label such total "Total 
Class II payments". 


Cs Obtain a total of column (e) of ACP-13B for all cases 
for which the number "1" has been entered to the right of the 
serial number in column (a). Label such total "Total 
Initial Payments". 


d. Obtain a total of column (c) of the pencil copies of 
ACP-13C for the lot. Label such total "Total Final 
Payments". 


d+ Attach to ACP-130 the adding machine tape containing the 
four totals referred to in the preceding paragraph 4 
and return ACP-13C and ACP-13B to the computing clerk. 


Instructions to Computing Clerks. 


When Forms ACP-13B for a county are received from the 
Accounting Section, such forms shall be assembled Dy LOGes.” ih 
final payment lot shall include the same cases which were included 
in the first payment lot, except for the omission of cases on which 
claims are pending. Such cases will be identified by the notation 
"adj." to the left of the serial numbers on ACP—13B'. 


Prepare RF-2 in duplicate for each lot. Enter in the space 
following the words "Priority Block No." the word "Final"... inter 
the State and county code and lot number. The lot number shall 
be the same as the first payment lot number, except that it shall 
be followed by the letter "al. For example, cases included in lot 
number le for first payment will be included in lot number l2a for 
final payment. Later, if claims cases are released, they will be 
included in lots bearing the same number as the first payment lot, 
followed by the letters "b", "cl, ete. Indicate in Section I of 
RF-2 the serial numbers included in the final payment lot, follow- 
ing instructions in Section III of Part IT. Release the original 
of RF-2 to the record clerk in the Receiving and Files Unit and 
attach the copy of RF-2 to the set of Forms ACP-132. 


Computing clerks shall prepare ACP-13C in pencil, 
using ACP-13B as a basis for determining final payments. 
Do not perform any of the computations hereinafter set forth 
for claims cases. 


1. Obtain a final Class I Payment factor as follows: 
a Subtract from 100 percent the percent of administra- 


tive expenses determined for the county in the Computa- 
tion Unit and multiply the result ayer ON 


ee te Ve 


b. Subtract 90 percent from the product derived in the 
preceding item a. The result is the final Class I 
Payment factor. 


Obtain a final Class II Payment factor by subtracting from 
10 percent the percent of administrative expenses for the county. 


The person in charge of the Payment Schedule Unit shall verify 
the factors obtained in the preceding paragraphs 1 and 2. 


Enter on ACP-13C the administrative number, which will 

consist of the State and county code and the lot number 
shom on RF-2. No other information need be entered at 
the top of ACP-13C at this time. 


Enter in the right-hand side of column (b) of ACP-1306 all 
serial numbers entered on Forms ACP-13B for the lot, except those 


Marked "Adj, 


Make no other entries in column (b). 


Obtain the entries for column (c) as follows: 


ae Multiply column (c) of ACP-12B by the Final Class I 
Payment factor. 


b. Multiply column (d) of ACP-13B by the final Clasg§ II 
Payment factor. 


c. Add the results obtained in the preceding items a and b 


and enter the result in column (c) of ACP-136. 


Note: When a negative number appears in column (c) 
of ACP-13B, multiply such number by the final 
Class I Peyment factor and add the result 
algebraically to the result obtained when 
column (d) of ACP-12B igs multiplied by the final 
Class II Payment factor. If the result of such 
addition is a negative number, do not schedule the 
application for payment on ACP-130 but prepare 
RF-4, indicating the State and county code, 
the serial number, and the amount of the over- 
payment; that is, the negative number. Transmit 
RF-4 to the subunit of the Application Clearance 
Unit handling adjustment cases. At the same time 
enter the notation "Adj." to the left of the serial 
number of such case on ACP-13B. Enter the same 
notation on the copy of ACP-13B which was returned 
from the General Accounting Office. If the result 
of the addition is a positive number, but is $0.10 
or less, enter the notation "No Payment" to the right 
of the serial number on ACP-13B. Do not schedule 
such case on AQGP-136, but prepare RF-4, indicating 


ig. 
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the State and County code, the serial number and 
the amount obtained under item ec of this paragraph 7. 


Another computing clerk shall verify all computations on 
ACP-13C, repeating the procedure outlined in paragraphs 
UT. a inclusive, of this Section IV. Thereafter, Forms 
ACE~ISC and ACP=138 shell: te released to the adding clerk. 


When Forms AGP-13¢ ana ACP-13B are returned by the adding 
clerk, the computing clerk shall obtain and enter totals on 
the last sheet of ACP-130 for the lot as follows: 


a. Transfer the totals on the adding machine tapes 
labeled "Total final payments" and "Total initial 
payments" to the spaces provided therefor on the last 
sheet of ACP-130 for the lot. 


b. Multiply the total on the adding machine tape labeled 
"Total net class I payments" by 1.07 and add to the 
result the total on the adding machine tape labeled 
"Total class- IT payments". Multiply the result by 
the percent of administrative expenses and enter the 
product on the last sheet of ACP-13¢ opposite the 
words "Total deductions (association expense 4 


CG. Obtain a total for the entries on the last sheet of 
ACP-13C opposite the words "Total final payments", 
"Total initial payments" and "Total deductions (association 
expense _%)" and enter such total on the same sheet 
Opposite the words "Total gross amounts". At the same tine 
enter in the space provided therefor after the words 
"association expense" the percent of administrative expense 
for’ the county. 


d.- Obtain a total for the entries on the last sheet of ACP-13¢ 
opposite the words "Total final payments" and "Total deduc- 
tions (association expense _ %)" and enter the result on 
the same sheet immediately beneath the words "checked byt. 


When pencil copies of ACP-13C are completed, enter initials 
and the date in the left-hand side of the column for the 
Signature of the typist in Section III of RF-2< and release 

the lot (RF-2, Forms ACP-13¢ and Forms ACP-13B) to the typist. 


V. Instructions for Release of Lots. 
anes se uions tor nelease of Lots 


1. 


When the review work in connection with all lots covered by one 
ACP-22 has been completed, the Original ACP-14 and ACP~22 must 
be signed by a certifying officer. The certifying officers will 
be persons duly authorized to sign such forms. When the forms 
have’ been signed, detach the second copy of each sheet of ACP-13 
(Revised) or ACP-13C6 in the set and the second copy of ACP-14 
for each lot, and the second copy of ACP-22 and forward such 
forms to the Accounting Section, 


Vi. 


va 


Seay 


Detach all copies of NCR-14, NCR-16, and NCR-18 prepared 
in connection with the final transmittal and transmit 
such copies to the Statistics Section. 


Fasten to each NCR-12 or NCR-15 the forms relating thereto, 
using paper clip pinches if there are six sheets or less and 
round-headed brass paper fasteners if there are more than 
six sheets. 


Arrange the lots in the munty block in the following order: 
ae Form ACP-22 (original and five copies). 


b. Form AOP-14 (original and one copy ) for the lots covered 
by ACP-22. 


c. A set of Forms ACP-13 (Revised) or a get of Forms 
ACP-13C (original and five copies) for each lot 
covered by ACP-22. For final payment lots, the copy 
of ACP-13B which was returned to the State office from 
the General Accounting Office will accompany each set of 
Forms ACP-13¢. 


d. Forms NCR-12, NCR-15, NCR-17 and the forms attached 
thereto for each lot in the final transmittal covered 


Prepare RF~3 in duplicate. Make no entry in the upper right-hand 
corner of RF-3 after the words "Priority block No.". Enter the 
State and county code in the space provided therefor. Enter in 
the space following the words "Released to" the words "General 
Accounting Office" and enter the date in the space provided there- 


for. Enter in column (a) the administrative numbersof all lots 


covered by ACP-22 and in column (b) the total number of Forms 

NCR-12 and NCR-15 in each lot. Forward the lots covered by 

ACP-<e to the General Accounting Office with the proper forms i 
attached thereto. Secure the signature on RF-3 of the person 

who receives such lots for the General Accounting Office and 

forward the original RF-3, together with the originals of RF-2. e 
for such lots to the record clerk in the Receiving and Files Unit. 

The copy of RF~3 may be left with the General Accounting Office. 


Instructions for Handling Forms ACP-13¢ Suspended by the General 


Accounting Office. 


When a typographical or mathematical error on an ACP-13C is 


detected in the General Accounting Office, the set of Forms ACP-13C 
will be returned to the State office by the General Accounting 
Office, accompanied by ACP-14, ACP-13B and three copies of a preaudit 
difference statement, setting forth the nature of the error or 
errors. One copy of the preaudit difference statement will be 


retained in the Accounting Section and the remaining two copies, 


a ae 


together with Forms ACP-13¢, ACP-13B, and ACP-14, will be forwarded 
to the computing clerk in the Payment Schedule Unit. 


l. 


The computing clerk shall obtain the pencil copy of ACP-13C 

from which the typed copy was prepared and shall check the 

items which have been listed on the preaudit difference statement 
as incorrect entries. If it appears that the error on ACP-13¢6 

is a typographical error, it shall be corrected on the typed 

copy with lead pencil. If the entry on the pencil copy of 
ACP-13C agrees with the entry on the typed copy of ACP-13G, the 
computing clerk shall recompute such entry following the in- 
structions in Section IV of this Part VI. Recheck the computa- 
tion to insure accuracy and then enter the correct figure to 

the right of column (c) of the pencil copy of ACP-13¢ and to the 
right of column (c) of the typed copy of ACP-13¢ drawing a line 
through the incorrect entries. After all errors listed on the 
preaudit difference statement are corrected, the computing clerk 
shall release the set of Forms ACP-13C, together with ACP-13B, ACp- 
14, and the preaudit difference statement, to an adding clerk. 


The adding clerk shall obtain totals for ACP-13C and ACP-13B 
as set forth in Section III, paragraph 4, of this Part VI, and 
shall return the Forms ACP-13C, ACP-13B, and ACP-14 to the 
computing clerk. 


The computing clerk shall obtain and enter totals on the last 
sheet of ACP-13C for the lot, crossing out the totals which 
have already been typed on such sheet. Follow the instructions 
in Section IV, paragraph 8, of this Part VI in obtaining and 
entering such totals. Thereafter, Forms ACP-13¢, ACP-123B, 
ACP-14, and the preaudit difference statement shall be released 
to a typist. 


The typist shall correct ACP-130, retyping as many sheets as 
necessary. Form ACP-14 shall also be retyped, if necessary. 
Thereafter, the typist shall release Forms ACP-13C, ACP-12B, 
ACP-14, and the preaudit difference statement to a review clerk. 


The review clerk shall verify all entries on the sheets of 
ACP-13C which have been retyped by checking against the sheets 
of ACP-13C upon which the computing clerk indicated the 
corrections, and shall ascertain that all errors noted on the 
preaudit difference statement have been corrected. Thereafter, 
the review clerk shall prepare a reply to the preaudit difference 
statement, in duplicate, setting forth the steps taken to 
correct and resubmit the set of Forms ACP-130 to the General 
Accounting Office. One copy of the preaudit difference 
statement, one copy of the reply thereto, one copy of the 
corrected ACP-135 and the pencil cepy of ACP-123C shall be 
released to the Accounting Section gud the reraining copy of the 
preaudit difference statement ard the original of the reply 


Se 
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thereto, which shall be signed by the Chairman of the 


State committee, shall be attached to the corrected set 
of Forms ACP-13C and ACP-13B. 


Include the corrected set of Forms ACP-13C in the next 
ACP-22 which is prepared for final payment lots. 
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NOR-20 Revised pie Iseued March 15, 1937 


UNITED STATES DEPARTMENT OF AGRICULTURE: 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART VI - PAYMENT SCHEDULE UNIT 


(Operation No. 6) 


The personnel of the Payment Schedule Unit shall consist of 
computing clerks, typists, adding clerks, and review clerks. Computing 
clerks shall use lead pencil and review clerks shall use red ink. 
Review clerks shall work in pairs. 


Forms ACP-13 (Revised) and ACP-13C shall be prepared in the 
Payment Schedule Unit. ACP-13 (Revised) will be used to schedule futl 
payments to applicants in cases where first payment has not been made 
and will be prepared from Forms NCR-12, NCR-15, and NCR-17. ACP-13¢ 
will be used to schedule final payments to applicants in cases where first 
payment has been made and will be prepared on the basis of data show 
on ACP-13B, on which initial payments were scheduled. 


When a county block is received in the Payment Schedule Unit, such 
county block shall be assigned to typists, each typist receiving as many 
lots as are necessary to include not more than 300 payees. If there are 
not sufficient lots to provide work for all typists under this procedure, 
the lots may be divided equally and grouped later. 


When a number of Forms ACP-13B are received in the Payment Schedule 
Unit for the purpose of determining final payment, such forms shall be 
assigned to computing clerks, each clerk receiving as many sheets of 
ACP-13B as are necessary to include not more than 300 payees. 


When county blocks are received, the work of scheduling full payments 
for the cases included in such blocks shall be given precedence over the 
work of scheduling final payments. During slack periods, however, 
final payments should be scheduled for counties for which the percent 
of administrative expenses has been determined. Consult the person in 
charge of the Application for Payment Section to obtain the percent of 
administrative expenses for any county. If such percent is 0.1000 or greater, 
use 0.1000. 


ls Jnstructions to Typists. 


1. Prepare ACP-13 (Revised) in septuple, original on ACP-13 (Revised) 
and six copies on ACP-13a (Revised). 


a. Enter the names of the State and county in the spaces 
provided therefor. 


b. Enter the administrative number in the space provided 
therefor. The administrative number will consist of 
the State and county code and lot number. 


& BL 


Enter the sheet number in the space provided therefor, 
numbering the sheets in each lot consecutively, beginning 
with number one. 


Enter in column (a) the serial number shown on NCR-12, 
NCR-15, or NCOR-17, as the case may be. 


Enter in column (b) the name and address of the payee 
(applicant). The names aad addresses of operators and 
landlords will be taken from NOR-le or NCR-15. When 
NCR-17 is attached to NCR-12 or NCR-15, the names 

of sharecroppers will be taken from column (r) of 

such NCR-17. Care should be taken to avoid duplication 

of names in column (a). Take only the names of 
sharecroppers from column (r) of NCR-17. The names of 
payees are to be entered in the same style as the 
opplicant's signature unless the examining clerk has 
designated a different style by bracketing the portion 

of the signature which is not to appear on ACP-1s (Revised) 
or by attaching a slip of paper bearing the proper 
designation, over the signature of the payee on NCR-12, 
NCR-15, or NOR+17i In entering names and addresses of 
payees, type only in the left half of column (bo). The. 
right half of this column will be used to obtain signatures 
of payees as receipts for checks. 


Rnter in column (c) the anount. In the case of an NCR-12 
thi euamounthwill che talcensrom ttemesoult) Oo febne related 
NCGR-14. For an NCR-15; this amount will be taken from 
item 25 of Part VIII of the related NCR-16. For an NCR-17, 
this esmount will be taken fron column (w) of the related 
NOR-18C opposite the name of the applicant whose name has 
been typed in column (b) of ACP-12 (Revised). If the 
operator or landlord named on NCR-17 executed an NOR-1le, 
the amount to be entered in column (c) of ACP-13 (Revised) 


‘shall be taken from column (w) of NCR-18C. If the operator 


or landlord executed an NCR-15, the entry for column (c) 
of ACP-13 (Revised) shall be taken from item 25 of Part 
VIII of NOR-16. When NCR-23 or NCR-23, Revised, rather than 
an NCR-17, is attached to an NCR-l2, an NCR-14 will not 
have been prepared. In this event the amount will be taken 
from the space following the words "Approved Payment to 
Applicant" in the Certificate of Administrative Officer on . 
NCR-1le. 


Release the lot, together with Forms ACP-13 (Revised) to a 
review clerk. The review clerk will release such forms to an 
adding clerk who will obtain totals to be entered in the last 
three spaces in column (c) of ACP-13 (Revised) and will return 
the lot to the typist. 


When the lot is returned by the adding clerk, count the original 


sheets of ACP-13 (Revised) in the set and enter the number of 
sheets in the space following the word "of" and preceding the 


word "sheets" on each sheet of AOP-13 (Revised), 


a 
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Enter in the space following the words "association expenses" at the 


foot of ACP-13 (Revised) the percent of administrative expenses 
for the county, obtaining such entry from the space following 
the word "Less" in the Certificate of Administrative Officer on 
Forms NCR-12 and NCR-15 in the lot. 


Enter in column (c) of the last sheet of ACP-13 (Revised) in 
the set the "Total Net Amount to Payees", the "Total deductions 
(association expenses _—s—s— @)"" and the "Total Gross Anounts", 
obtaining such amounts fron the adding machine tape attached to 
the Forms ACP-13 (Revised) by the adding clerk. 


After a set of Forms ACP-13 (Revised) has been completed, prepare 
ACP-14 in triplicate, original on ACP-14 and two copies on 
ACP-l4a for such set. 


a. Enter the administrative number in the space provided 
therefor in the upper right-hand corner. 


b. Enter in the space following the word "Office" in the 
upper central part of the form the name of the office 
in which the forn is being prepared, as, for example, 
"Ohio State Office", or “Iowa State Office". 


c. Enter in the space following the words "Prepared at" 
in the upper central part of the form the name of the 
city in which the State office is located. 


d. Enter in the space following the words "The United States, 
Dr. To: Persons named on the attached Continuation Sheet 
(Payees)" in the central part of the form the name of the 
first payee shom on the set of Forms ACP-13 (Revised) for 
the lot and after such name enter the phrase "et al.". 


e. Enter in the spaces provided therefor in the certification 
the numbers of the first and last pages of Forms ACP-13 
(Revised) in the set. 


f., Enter in the space following the word "Aggregating" in 
the certification the amount shown in column (c) of the 
last sheet of the set of Forms ACP-13 (Revised) opposite 
the words "Total Net Amount to Payees". 


g. Enter in the space following the word "Title" in the 
certification the title of the certifying officer, such 
as "Chairman, Ohio Agri. Cons. Comm." or 'Member, Iowa 
Agri. Cons. Comm.". 


h. Enter in the space provided therefor the date of preparation 
of ACP-14. 


When Forms ACP-13 (Revised) and ACP~14 have been prepared for 
a number of lots, prepare ACP~22 in septuple, covering as many 
lots as will include not more than 300 payees. 


ode Era 


Enter in the space above the words "Department or tae te 
ment" the word "“Aericulture". rie 


Enter in the space above the words "Bureau or Office" the 
letters. "A.A.As" and the name of the' State office, as, for 
exemple, "A. A.A. tTLLisstate Office: 


mnter in the space following the word "By" the name 
"G.F. Allen". 


Enter in the space above the words "Title or Rank" the 
words "Chief Disbursing Officer". 


Enter in the space above the word "Station" the city and 
State where the Regional.Disbursing Office is located. 

The Regional Disbursing Offices in the North Central Region 
are located as follows: 


eae a ok States 


Chicaso, Tilinois Iowa, Wisconsin, Illinois, 


Indiana, and Michigan 


Cleveland, Ohio Ohio 

.$t. Louis, Missouri | Missouri 

Minneapolis, Minnesota | Minnesota and South Dakota. 
Kansas City, Missouri Nebraska. 


Enter in the space following the word "Period" the name 

of the month during which ACP-22 is prepared, except that 
if ACP-22 is prepared After the 20th day of the month, the 
name of the next month shall be entered. 


Enter the Disbursing Officer's symbol number in the space 
provided therefor. 


Enter the bureau schedule number in the space provided 
therefor. This number will be furnished by the person in 
charge of the Payment Schedule Unit, who shall keep a 
register of bureau schedule numbers and assign such numbers 
consecutively, to Forms ae as such forms are prepared. 


Enter in the space foldowing the rane "Date" the date of 
preparation of ACP-22. 


Enter in the space following the words "Appropriation or 
Fund" the following; "126/72215(21)2 C&UALRUSDA". 


Enter in the column headed "Bureau or Office Voucher No." 
the administrative number shown on each set of Forms ACP-13 
(Revised) and ACP-14 for which ACP-22 is being prepared. 


10. 
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1. Enter in the column headed "Payee" the name of the first 
payee listed on each set of Forms ACP-13 (Revised) and after 
such name enter the phrase "et al.". 


m. Enter in the column headed "Gross Amount" the amount entered 
Opposite the words "Total Gross Amounts" on the last sheet 
of each set of Forms ACP-13 (Revised) covered by ACP-22. 


n. Enter in the column headed "Deduction" the amount entered 
opposite the words "Total Deductions (association expense 
a %)" on the last sheet of each set of Forms ACP-13 
(Revised) covered by ACP-22. 


Oo. Enter in the column headed "Net Amount Due" the amount en- 
tered opposite the words "Total Net Amount to Payees" 
on the last sheet of each set of Forms ACP-13 (Revised) 
covered by ACP-22. 


p- Enter in the space over the word "Title" at the bottom 
of ACP-22 the title of the certifying officer. 


Release ACP-22 together with all lots covered by ACP-22 
and the related Forms ACP-13 (Revised) and ACP-14 to the 
review clerk. The review clerk will release such forms to 
the adding clerk who will obtain totals for the columns 
headed "Gross Amount", "Deduction" and "Net Amount Due" on 
ACP-22 and will then return all forms covered by ACP-e2e to 
the typist. 


When ACP-22 and related forms are returned by the adding clerk, 
enter in the spaces provided therefor the totals for the columns 
headed "Gross Amount", "Deduction", and "Net Amount Due! 
obtaining such totals from the adding machine tape. 


Sign and enter the date in the spaces provided therefor in 
Section III of each RF-2 and release ACP-22 and all related 
forms to the review clerk. 


Preparation of ACP-132C. 


Final payments will be entered in pencil in column (f) 
of the copy of ACP-13B which was returned to the State office from 
the Regional Disbursing Office. When all entries on ACP-13B have 
been verified by the Review Clerk, ACP-13B will be released to 
the typist. Prepare ACP-13C in septuple, original on ACP-130C 
and 6 copies on ACP-132Ca. 


a. Enter the names of the State and county, the administrative 
number and the sheet number in the spaces provided therefor. 
Obtain the names of the State and county from ACP-13B. The 
administrative number will be the same as the administrative 
number on ACP-13B, except that it shall be followed by the 
letter "all, 


re. 


13. 


14. 


shone 


Enter in the upper right-hand corner of ACP-130 the bureau 
schedule number of the Schedule of Disbursements (ACP-22) 
with which the lot was included for the initial payment. 
This number may be obtained from the register of bureau 
schedule numbers maintained by the person in charge of the 
Payment Schedule Unit. 


Fnter in colum (a) the serial number, which will be taken 
from column (a) of ACP-13B. Do not list any serial number 
which is followed by the notation "Adj." or the words 

"No payment". 


Enter in column (b) the name and address of the payee 
(applicant), which will be taken from column (b) of ACP-13B 
opposite the serial number which has been typed in column 
(a) of ACP-13¢C. 


Enter in column (c) the final net payment which will be taken 
from column (f) of ACP-13B. 


Enter in the space provided therefor in column (c) of the 
last sheet of ACP-13C for the lot, the total final payments, 
the total initial payments, the percent of administrative 
expenses, the total deductions for administrative expenses, 
and the total gross payments. Such items will appear on the 
last sheet of ACP-13B, or on a slip of paper attached thereto. 


Count the original sheets of ACP-13C and enter the number of 
sheets in the space following the word "of" and preceding 
the word "sheets! at the top of each sheet of ACP-13C. 


When a lot bearing a lot number followed by a letter other 
than the letter "all is received, indicating that final 
payments for one or more cases listed on ACP-13B are to 


be 


scheduled, type ACP-130 as indicated in the preceding 


paragraph llvand invaddition, ‘type sonescopy or | ACP=1 SR; 
showing data in columns (a) to (e), inclusive, for the 

case or cases listed on ACP-13C, and in addition the data 
shown on ACP-13B in the two lines beneath the words "Continua- 


ti 


on Sheet". Attach such ACP-13B to the set of Forms ACP-13C. 


After a set of Forms ACP-130 is completed, prepare ACP-14 
in triplicate, original on ACP-14 and two copies on 
ACP-14a for such set. Follow the instructions in paragraph 


6 


of this Section I except that the amount to be entered 


in the certification in the space following the word 
"Aroresating" shall be taken from the last sheet of ACP-130 


‘in the set opposite the words "Total Final Payments". 


When Forms ACP-136 and ACP-14 have been completed for 

as many lots as will include not more than 300 payees, 
prepare ACP-22 for such lots, following the instructions 
in paragraph 7 of this Section I, except that 


Pe 


a. The entries for the column headed "Gross Amount" 
shall be taken from the last sheet of ACP-13B for 
each lot or on the slip of paper attached thereto, 
opposite the words "Total gross final payments". 


b. The entries for the column headed "Deduction" shall 
be taken from the last sheet of ACP-13C for each 
lot, opposite the words "Total deductions (associa- 
tion.expense GM, 


c. The entries for the column headed "Net Amount 
Due" shall be taken from the last sheet of ACP-130 
for each lot, opposite the words "Total Final 
' Payments". . 


15. Release ACP-22, together with the related Forms ACP-13C 
and ACP-14 and the Forms ACP-13B from which Forms ACP-130 
were prepared, to the review clerk. The review clerk will 
releases such forms to the adding clerk, who will obtain 
totals for the columns headed "Gross Amount", "Deduction" 
and "Net Amount Tue" on ACP-22 and will return the forms 
to the typist. 


16. Upon receipt of ACP-22 and all related forms from the 
adding clerk, enter in the spaces provided therefor the 
totals of the columns headed "Gross Amount", "Deduction", 
and "Net Amount Due", obtaining such totals from the 
adding machine tape. 


17. Sign and enter the. date in the spaces provided therefor 
in Section III of each RF-2 and release ACP-ee and all 
related forms to the review clerk. 


Instructions to Review Clerks. 


When an error is found on an ACP-13 (Revised), ACP-13C, 
Acp-14, or ACP-22, correct such error on all copies of the 
form. If a large number of errors is detected, the form should 
be returned to the typist to be retyped. 


1. When a set of Forms ACP-13 (Revised) is received, verify 
the entries on such forms as follows: 


a. Verify the names of the State and county and the 
administrative number by checking such items against RF-c. 


b. Verify the serial numbers in column (a) by checking 
against the serial numbers on Forms NCR-12, NCR-15, and 
NCR-1L7 in the lot. 


c. Verify the names and addresses of payees in column (b) 
by checking against the names and addresses on Forms 
NCR-le, NCR-15, and NOR-17 in the lot. 


me ain 


d. Verify the amounts in column (c) by checking against the 
corresponding amounts on Forms NCR-12, NCR-15, and NCR-1’ 
and also against Forms NCR-14, NCR+16, and NGR-18. 


e. Check the last serial number on each sheet of ACP~13 
(Revised) against the first serial number on the next 
Succeeding sheet to make certain that such serial number 
has not been duplicated. 


Initial the original and the first two copies of ACP-13 
(Revised) and release the lot, together with the set of Forms 
ACP-13 (Revised) to the adding clerk. The adding clerk will 
obtain the total net amount to payees, the total deductions, 
and total gross amounts for the set of Forms ACP~13 (Revised) 
and release the lot to the typist who will enter such totals 
in the appropriate spaces and prepare ACP-14 for the lot and 
ACP-cae for one or more lots. 


When a set of Forms ACP-22, together with Forms ACP-13 (Revised 
and ACP-14 for the lots covered by ACP-22, is released by 

the typist, the review clerk shall check the totals on each 

set of Forms ACP-13 (Revised) and all entries on Forms ACP-14 
and ACP-22, correcting errors when necessary. . After all forms 
have been reviewed, initial all Forms ACP-14, ACP-l4a and 
ACP-22 and release such forms to the adding clerk. 


The adding clerk will obtain totals for ACP-22 and release 
such forms to the typist who will enter the totals in the 
appropriate spaces on ACP-—22. 


When ACP-22, together with the lots eand- related forms is re- 
turned by the typist, check the totals on ACP-22 against the 
adding machine tape. 


Sign and enter the date in the spaces provided therefor in 
Section III of RF-2 and release Forms ACP-22, ACP-12 (Revised) 
and ACP-14, together with the lots covered by Msach Torns. 


When a set of Forms ACP-22, together with one or more sets 
of Forms ACP-13C and ACP-14, is received, verify all entries 
on such forms as follows: 


a On Forms ACP-13¢6 


(1) Verify the names of the State and county by checking 
against the ACP-13B listing initial payments. 


(2) Verify the administrative number by checking against 
the administrative number on ACP-13B. Such numbers 
will be the same except that the administrative 
number on ACP-13C will be followed by the letter "a!l, 


(3) Verify the serial numbers in column (a) and the amounts 
in column (c) by checking against the serial numbers in 


column (a) and the amounts in column (f), respectively, 
ne KR AD ore 


| 


lO. 


aa 


le. 


UAE Os 


(4) verify the names and addresses of payees (applicants) in 
column (b) by checking against the names and addresses 
of the payees listed in column (b) of ACP-13B opposite 
the serial numbers which have been entered in column 
(a) of ACP-13c. 


(5) Enter the number "1" to the right of every serial number 
on ACP-13B for which a final payment has been scheduled. 
Later, if final payments are scheduled for other cases on 
ACP-13B, enter the number "2", "3", etc., depending on the 
number of Forms ACP-130 which have been prepared for the 
set of Forms ACP-13B. For example, when the second final 
payment lot for a set of Forms ACP-13B is prepared, enter 
the number "2" to the left of the serial numbers on 
ACP-13B for which final payment is being scheduled. 


b. On Forms ACP-14 and ACP-22, verify all entries by checking 
against the items used by the typist in preparing such forms 
(see paragraphs 6, 7, 13, and 14 of Section I of this Part VI). 


Release ACP-22 and the related Forms ACP-13C, ACP-13B, and 
ACP-14 to the adding clerk. 


When the adding clerk has obtained totals for ACP-22, he will re- 
lease ACP-22 and related forms to the typist, who will enter such 
totals in the appropriate spaces and release the forms to the 
review clerk. 


When a set of Forms ACP-22 and related forms is received from the 
typist verify the totals on ACP-22 by checking against the adding 
machine tape. 


Release the set of Forms ACP-13B from which ACP-13C was prepared, 
to the Accounting Section and obtain from the Accounting Section 
the set of Forms ACP-13B which was returned to the State office 
from the General Accounting Office. Attach this set of Forms 
ACP-13B to the set of Forms ACP-13C, ACP-14, and ACP-22. 


Sign and enter the date in the spaces provided therefor in Section 
III of each RF-2 and release Forms ACP-22, ACP-130, and ACP-14, 
together with the related Forms ACP-13B. 


— eee 


When a set of Forms ACP-13 (Revised), together with the 
related applications for payment, is received from the 
review clerk, obtain the following totals, rechecking each 
total to insure accuracy. 


a. Obtain the total net amount to payees by adding 
the entries in column (c) of ACP-13 (Revised) for 
all payees included in the lot, 


Se 


b. Obtain the total deductions for administrative 
expense by adding : 


(1) The entries opposite the words "Administrative 
Expenses" in the Certificate of Administrative 
Officer on all Forms NCR-12 in the lot. 


(2) The entries opposite the words "Administrative 
Expenses! in the Certificate of Administrative 
Officer onjiall Forms NCR-15 in the lot. 


(3) The entries opposite the words "Administrative 
Expenses" in the Certificate of Administrative 
Officer on all ‘Forms -NOR-t7inethe Lot, 


c. Obtain the total gross amounts by adding 


(1) The entries opposite the words "Amount of 
Payment" in the Certificate of Administrative 
Officer on all Forms NOR-12 in the lot. 


(2) The entries opposite the words "Amount of 
Payment" in the Certificate of Administrative 
Officer on all Forms NCR-15 in the lot. 


(3) The entries opposite the words "Gross Payment 
to Sharecroppers" in the Certificate of 
Administrative Officer on all Forms NCR-17 
Ln the slope 


When totals have been obtained for ACP-13 (Revised) 
indicate on the adding machine tape the nature of each 
total. For example, identify the total obtained under 
paragraph la of this Section III as "Total Net Amount 
to Payees". Attach the adding machine tape to ACP-13 
(Revised) and release the lot to the typist. 


When a set of Forms ACP-22 and related forms are re~ 
ceived from the review clerk, obtain totals for the ~ 
columns headed "Gross Amount", "Deduction" and 'INet 
Amount Due" on ACP-22. Identify such totals on the 
adding machine tape, attach the tape to ACP-22, and 
release ACP-22 and related forms to the typist. 


When Forms ACP-13B upon which final payments have been entered 
in column (f) are received from the computing clerk in the 
Payment Schedule Unit, obtain the following totals, rechecking 
each total to insure accuracy . 


a. Obtain a total of colum (c) of ACP-13B for all 
cases for which the number "1" has been entered to 
the right of the serial number in column Cay 
Label such total "Total Net Glass I Payments". 
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b. Obtain a total of column (d) of ACP-13B for all cases 
for which the number "1" has been entered to the right 
of the serial number in column (a). Label such total "Total 
Class II Payments". 


c. Obtain a total of column (e) of ACP-13B for all cases 
for which the number "1" has been entered to the PLent aL 
the serial number in colum (a). Label such total "Total 
Initial Payments". 


d. Obtain a total of colum (f) of ACP-13B. Label such total 
"Total final payments". 


C1 


Attach to ACP-13B the adding machine tape containing the’4 totals 
referred to in the preceding paragraph (4) and return ACP-123B to 
the computing clerk. 


Instructions to Computing Clerks. 


Waen Forms ACP-13B for a county are received from the 
Accounting Section, such forms shall be assembled by hota. A 
final payment lot shall include the same cases which were included 
in the first payment lot, except for the omission of cases on which 
claims are pending. Such cases will be identified by the notation 
"adj." to the left of the serial numbers on ACP-12B. 


Prepare RF-2 in duplicate for each lot. Enter in the space 
following the words "Priority Block No." the word 'Final". Enter 
the State and county code and lot number. The lot number shall 
be the same as the first payment lot number, except that it shall 
be followed by the letter "a!', For example, cases included in lot 
number 12 for first payment will be included in lot number 12a for 
final payment. Later, if claims cases are released, they will be 
included in lots bearing the same number as the first payment lot, 
followed by the letters "bit, "cl, etc. Indicate in Section I of 
RF-e the serial numbers included in the final payment lot, follow- 
ing instructions in Section III of Part II. Relense thp original 
of R¥-2 to the record clerk in the Receiving and Files Unit and 
attach the copy of R¥-2 to the set of Forms AGP-123B. 


Computing clerks shall compute final payments, using the data 
in columms (c) and (d) of ACP-13B as a basis for such computations, 
and entering the net final payments in pencil in column (f) of such 
ACP-13B. Do not perform any of the computations hereinafter set 
forth for claims cases. 


1. Obtain a final Class I Payment factor as follows: 
a. Subtract from 100 percent the percent of administra- 


tive expenses determined for the county in the Computa- 
tion Unit end multiply the result by 1.07. 
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b. Subtract 90 percent from the product derived in the 
preceding item a. The result is the final Class I 
Payment factor. 


Obtain a final Class II Payment factor by subtracting from 
10 percent the percent of administrative expenses for the county. 


The person in charge of the Payment Schedule Unit shall verify 
the factors obtained in the preceding paragraphs 1 and 2. 


Determine final net payments for entry in column (f) of ACP-13B 
as follows: 


a. Multiply column (c) of ACP-13B by the Final GlassI. ; 
Payment factor. 


b. Multiply column (d) of ACP-13B by the Final Glass II 
Payment factor. 


c. Add the results obtained in the preceding items a and b 
and enter the result in column (f) of ACGP-13B. 


Note: When a negative number appears in column (c) 
of ACP-13B, multiply such number by the final 
Class I payment factor and add the result 
algebraically to the result obtained when 
column (d) of ACP-13B is miltiplied by the final 
Class II Payment factor. If the result of such 
addition is a negative number, do not enter such 
number in column (f) of ACP~13B but prepare RF-4, 
indicating the State and county code, the serial 
number, and the amount of the overpayment: that 
is, the negative number. Transmit RF=4 to the 
subunit of the Application Clearance Unit handling 
adjustment cases. At the same time enter the 
notation "Adj." to the left of the serial number 
of such case on ACP-13B. Enter the game notation 
on the copy of ACP-13B which was returned from 
the General Accounting Office. If the result of {) 
the addition is a positive number, tut is $0.10 
or less, enter the notation "No Payment! to the . 
right of the serial number on ACP-13B and prepare U 
RF-4, indicating the State and County code, the 
serial number and the amount obtained under item 
c of this paragraph. 


Another computing clerk shall verify all computations on 
ACP-13B, repeating the procedure outlined in paragraphs 

1 to 4, inclusive, of this Section IV. Theresfter, ACP-13B 
shall be released to the adding clerk. 


When ACP-13B is returned by the adding clerk, the computing clerk 
shall obtain and record totals for the lot. If there is sufficient 
room on the last sheet of ACP-13B for the lot, such totals shall be 
entered beneath the data for the last serial number on such sheet. 
If there is not sufficient room on the last sheet of ACP-12B for the 
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lot, enter such totals on a slip of paper to be securely stapled 
to such sheet of ACP-13B. Proceed as follows: 


a. Enter the words "total final payment", "total initial payments", 
"total deductions (Association expense $)", "total 
gross amounts", and "total gross final payments" beneath the 
data for the last serial number on the last sheet of ACP-13B 
for the lot or on the slip of paper stapled thereto. 


b. Transfer the totals on the adding machine tapes labeled 
"total final payments" and "total initial payments" to the 
last sheet of ACP-13B for the lot or to the slip of paper 
stapled thereto. 


c. Multiply the total on the adding machine tape labeled "total 
net Class I payments" by 1.07 and add to the result the total 
on the adding machine tape labeled "total Class II payments". 
Multiply the result by the percent of administrative expensés 
and enter the product opposite the words "total deductions 
(Association expense ©)" on the last sheet of 
AGP-13B or on the slip of paper stapled thereto. At the same 
time enter in the space provided therefor after the words 
"association expense! the percent of administrative expense 
for the county. 


d. Obtain a total for the entries on the last sheet of ACP-133 
or on the slip of paper stapled thereto opposite the words 
"total final payments", "total initial payments", and "total 
deductions (Association expense %)" and enter such 
total opposite the words "total gross amounts". 


e. Obtain a total for the entries on the last sheet of ACP~13B 
for the lot or on the slip of paper stapled thereto opposite 
the words "total final payments! and "total deductions 
(Association expense 6)" and enter the result opposite 
the words "Total gross final payments". 


7, After the appropriate totals have been entered on ACP-13B or on 
the slip of paper stapled thereto, enter initials and the date in 
the left-hand side of the column for the signature of the typist 
in Section TII of RF-2 and release the lot (RF-2 and Forms ACP<13B) 
to the typist. 


V. Instructions for Release of Lots. 

1. When the review work in connection with all lots covered by one 
ACP~-ce-has been completed, the original ACP-14 and ACP-22 must 
be sigmed by a certifying officer. The certifying officers will 
be persons duly authorized to sign such forms. When the forms 

~ have been signed, detach the second copy of each sheet of ACP-12 
(Revised) or ACP-13C in the set and the second copy of ACP-14 
for each lot, and the second copy of ACP-22 and forward such 
forms to the Accounting Section, 
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2. Detach all copies of NCR14, NOR-16, and NCR-18 prepared 
in connection with the final transmittal and transmit 
such copies to the Statistics Section. 


3, Fasten to each NCR-l2 or NCGR-15 the forms relating thereto, 
using paper clip pinches sf there are six sheets or less and 
round-headed brass paper fasteners if there are more than 
six sheets. 


4. Arrange the*lote in the county block in the following order: 


a. Form ACP-22: (original and five copies). 


¥ 
b. Form ACP-14 (original and one copy) for the lots covered he 
py AGP-22. | ‘ 


c. A set of Forms ACP-13 (Revised) or a set of Forms 
ACP-126 (original and five copies) for each lot 
covered by ACP-22. For final payment lots, the copy 
of ACP-13B which was returned to the State office from 
the General Accounting Office will accompany each set of 
Forms ACP-1éC. 


d. Forms NCR-12, NeR-15, NCR-17 and the forms attached 
thereto for each lot in the final transmittal covered 


5. Prepare RF-3 in duplicate. Make.no entry in the upper right-hand 
corner of RF-3 after the words "Priority block No.". Inter the 
State and county code in the spacé provided therefor. Enter in 
the space following the words "Released to" the words "General 
Accounting Office" and enter the date in the space provided there- 
for. Enter in column (a) the administrative numbersof Bll Lots 
covered by ACP-22 and in column (b) the total number of Forms 
NGR-12 and NGR-15 in each lot. Forward the lots covered by 
AGP-22 to the General Accounting Office with the proper forms 
attached thereto. Secure the signature on BF-3 of the person 
who receives such lots for the General Accounting Office and 
forward the original RF-3, together with the originals of RR-c. &) 
for such lots to the record clerk sn the Receiving and Files Units 
The copy of RF-d3 may be left with the General Accounting Office. 


Instructions for Handling Forms ACP-1L3C_ Suspended by the General 
Accounting Office. 


When a typographical or mathematical error on an ACP-13C is 
detected in the General Accounting Office, the set of Forms ACP-13C 
will be returned to the State office by the General Accounting 
Office, accompanied by ACP-14, ACP-15B and three copies of a preaudit 
difference statement, setting forth the nature of the error or 
errors. One copy of the preaudit difference statement will be 
retained in. the Accounting Section and the remaining two copies, 
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together with Forms ACP-13C, ACP-12B, and ACP-14, will be forwarded 
to the computing clerk in the Payment Schedule Unit. 


1. The computing clerk shall obtain the ACP-13B from which ACP-136 
was prepared and shall check the items which have been listed 
on the preaudit difference statement as incorrect entries. If 
it appears that the error on ACP-13C is a typographical error, 
it shall be corrected on the typed copy with lead pencil. If 
the entry on ACP-13B agrees with the entry on ACP-130, the 
computing clerk shall recompute such entry following the in- 
structions in Section IV of this Part VI. Recheck the computa- 
tion to insure accuracy and then enter the correct figure in 
column (f) of ACP-13B and to the right of column (c) of ACP-13¢ 
drawing a line through the incorrect entries. After all errors 
listed on the preaudit difference statement are corrected, the 
computing clerk shall release the set of Forms ACP-130, together 
with ACP-13B, ACP-14, and the preaudit difference statement, 
to an adding clerk. 


2. The adding clerk shall obtain totals for ACP-13C and ACP-13B 
as set forth in Section III, paragraph 4, of this Part VI, and 
shall return the Forms ACP-13C, ACP-13B, and ACP-14 to the 
computing clerk. 


3+ The computing clerk shall obtain and enter totals on the last 
sheet of ACP-130 for the lot, crossing out the totals which 
have already been typed on such sheet. Follow the instructions 
in Section IV, paragraph 6, of this Part VI in obtaining such 
totals. Thereafter, Forms ACP-13C, ACP-13B, ACP-14, and the 
preaudit difference statement shall be released to a typist. 


4. The typist shall correct ACP-13C, retyping as many sheets as 
necessary. Form ACP-14 shall also be retyped, if necessary. 
Thereafter, the typist snall release Forms ACP-13C, ACP-13B, 
ACP-14, and the preaudit difference statement to a review clerk. 


Oo. The review clerk shall verify all entries on the sheets of 
ACP-13C which have been retyped by checking against the sheets 
of ACP~13C upon which the computing clerk indicated the 
corrections, and snall ascertain that all errors noted on the 
presudit difference statement have bewn corrected. ‘Thereafter, 
the review clerk shall prepare a reply to the preaudit difference 
statement, in duplicate, setting forth the steps taken to 
correct and resubmit the set of Forms ACP-13C to the General 
Accounting Office. One copy of the preaudit difference 
stavement, one copy of the reply thereto, one copy of the 
corrected ACP~1L3C and the pencil copy of ACP-13C shall be 
released to the Accounting Section and the remaining copy of the 
preaudit difference statement and the original of the reply 
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thereto, which shall be signed by the Chairman of the 
State committee, shall be attached to the corrected set 
of Forms ACP-13C and ACP-13B. 


Include the corrected set of Forms ACP-130 in the next 
ACP-22 which is prepared for final payment lots. 
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Supplement No. 1 to Part VI of Nas 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
North Central Division 


1936 AGRICULTURAL CONSERVATION PROGRAM--NORTH CENTRAL REGION 


It is provided in the note under Section IV, paragraph 1, item c, 
of Part VI of NCR-20, Revised, issued March 15, 1937, that the notation 


PART Vi — PAYMENT SCHEDULE UNIT 
(Operation No. 6) 


"No Payment" shall be entered to the right of the serial number on 


ACP-13B for any application in connection with which a final payment of 
$0.10 or less is computed. It is further provided, in Section III, 

paragraph 4, that totals on ACP-13B shall be obtained only for the data 
opposite serial numbers followed by the number "1"; that is, for serial 


numbers for which a final payment in excess of $0.10 was computed. 


Under the procedure referred to above, administrative expense 
deductions for cases in connection with which no final payment will be 


made will not be included in the total opposite the words "Total 
deductions (nssociation expense %)" on ACP-130. 


After the majority of the work in connection with the 1936 


Applications for Payment has been completed in the Application for Payment 
Section, supplemental forms ACP-13C shall be prepared in the Payment 


Schedule Unit, and forwarded to the Accounting Section for posting. 


following instructions shall be applicable in the preparation of such 


supplemental forms ACP~13C; 
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Request from the Accounting Section, by counties, all 
forms ACP-13B, The set used shall be the same set 
which was used in computing final payments; that is, 
the set which was returned to the State office from the 
Regional Disbursing Office. 


Prepare ACP-13¢ (original only) entering in the spaces 
provided therefor the names of the State and county, 

and the sheet numbers. Enter in the space provided for 
the administrative number the State and county code, 
followed by the number "1000a." If it becomes necessary 
to prepare a second set of forms ACP-130 for "No final 
payment" cases, assign such set number "1000b." Enter 
above the title of the ACP-13C the words "'!No Final 
Payment! Cases." 


Issued June 9, 1937. 


f 
| 
soy pL ee 


byt 


Enter in columns (a) and (b) of ACP-13C the serial 
numbers and names and addresses of all applicants 

in the county for the cases for which the notation 
"No Payment" was entered in column (a) of ACP-13B. 


Enter a zero in column (c) of ACP-130 opposite 
each name, even though the computed final payment 
Ve SOv10 of leaay 


The adding clerk shall obtain totals for columns (c), 
(d), and (e) of ACP~23B as set forth in Section IIT, 
paragraph 4, of Part V1. 


A computing clerk shall then obtain totals to be 
entered in the spaces provided at the foot of the 
last sheet of ACP-13C in the set, following the 
instructions in Section IV, paragraph 6 of Part VI. 


The typist shall complete the preparation of ACP-13C 
in accordance with the instructions in Section 1, 
paragraph 1), item ft, of Part Vi, and. shall prepare 
ACP-22 in duplicate, in accordance with the instruc~ 
tions in Section 1, paragraph 14, of Part VI. The 
schedule number, assigned to such ACP-22 shall be 
assigned in the regular manner. 


The work of the typist, adding clerk, and computing 
clerk shall be reviewed in accordance with existing 


procedure. 


The original and copy of ACP-22 shall be signed by 


the certifying officer. The forms ACP-13C and ACP-22 


shall then be forwarded to the Accounting Section. 
No copies of these forms are to be forwarded to the 
General Accounting Preaudit Office. 


rEB 25 1937 


NCH-20, nevised. Issued February 9, 1937 


United States Department of agriculture 
Agricultural adjustment Administration 
North Central Division 


PAnT VII - APPLICATION CL#ARANCE UNIT 
(Qoeration No. 7) 


The personnel of the Application Clearance Unit snall consist 
of file clerks, correspondence clerks, stenographers, and computing 
clerks. Correspondence clerks and computing clerks snall use lead ? 
pencil. : 


iy 


Is. Instructions t 


1. Stemp on the back of each piece of mail received in the 
Application Clearance Unit tne date of receipt. 


2. All suspended cases will be listed on ni-d. Sign tne 
originel of sucn x#-S and retain tne copy. wnen an 
NCH-l2 or NOR-15 is suspended as a result of a request 
for such NuR-l2 or NGR-15 or related form on HF-6, 
there will ve attached to sucn NCR-l¢ or NCH-15 or to 
RE-o, an aF-4, Such NCn-12; «NCR=15, or nF-6, togetner 
with RF-4, will be transmitted to the Application 
Clearance Unit and will be handled as a suspended case. 


3. Prepare a manila folder for eacn suspended case, stamping 
or writing thereon the appropriate county code and serial 
numoer, and place the suspended case in such folder, or 
if RF-o is received in place of the suspended WOR-le or 
NCR-15, place sucn Rrk-o in such folder. 


4 Preparsseswhite, 3" x Stieard Dorieacn Suspended case, 
indicating tnereon the appropriate county code end serial 
number of such case, together with tne date of receipt by 
the application Clearance Unit. -ile sucn card in a card 
file in county and serial number order. 


De AGSisn suspended cases to correspondence clerks in the order 
of their receipt in tne application Ulearance Unit. . Do not 
assign more tnan 25 suspended cases to a correspondence clerk 
at one time, Before delivering suspended cases to the corre- 
spondence clerk, remove the related 5! x 5" card from the card 
file and enter thereon the name of toe clerk to wnom tne sus- 
pended case is assigned and tne date of the assignment. After 
such information is posted on the card, return the card to 

the card file. 
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The correspondence clerk will attach to tne folder containing 

the suspended case any correspondence prepared in connection 

with such case and forward them to the person autnorized to 

sign such correspondence. after sucn letters have been 

Signed, they will be returned to the file clerk, attached to 

tne suspended cases, Upon receipt of such cases, detach and 

Mail the signed Létters,. th. each case, place a copy of the + 
letter in the appropriate folder and file the suspended case 

in the application VClearance Unit tide. Arranges the file in 

county code and serial number order, Enter on the Go" x7 Su pare j 
for each suspended Case, Opposite the name of tne correspondence F 
clerk to whom such case was assigned, the date sucn case was 

returned for:filing. 


Upon receipt of a reply to correspondence relative to a -sus-— 
pended case, match the reply witn sucn cage and Sshien it tora 
correspondence clerk, following tue procedure set fortn in 
paragraph 5, Supra. whenever possible, assign a suspended 
case for whica a reply is received to the correspondence clerk 
who previously handled such case. 


Upon receipt of Forms NCGR-15, which have been suomitted for 

a determination es to which farms snould be non-application 
farms, assign such forms to the person or persons designated 
to make such determination. »duch cases will not have serial 
numbers assigned, but it will be possible to keep a record of 
such cases by entering on a 3!" x 5 card tne name of the ap- 
plicant in lieu of the serial number, Keep such cards in a 
Separate file in alphabetical order, py counties. 


If the correspondence clerx determines that a case has been 
improperly Suspended, or if he determines that the reply re- 
céived in connection with a Suspended case is sufficient to 
clear such Suspended case, he will heave the entry and computa 
tion work completed and return the case to tne file clerx with 
& notation that it is ready for release to the Payment Scusdule 
Unit. Upon receipt of such a Case, enter on the appropriate i 
ol. x 5" card, opposite. the name of the correspondence clerk 

to whom such case was assigned, the date such case was received 

for release to the Payment Schedule Unit, Place the 3! x 6t 

cards for such cases in a file labeled "Release File" and place 

the suspended cases in the Application Clearance Unit file. 


In States wnere the entry and computation work in connection 
With torms NCR-12 and NOR-15 which cover cotton farms and 
sharecropper farms is performed in the application Clearance 
Unit, the file clerk shall assign any sucn cases to a designated 
correspondence clerk who will perform the entry work and re— 
lease such cases to a designated computing clerk. after the 
computation work in connection with Sucn cases is Completed, 
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they will be released to the file clerk. Place the 
oS" x 5" cards for such cases in tne "release file" and 
place the cases in the Application Clearance Unit file. 


Once each week withdraw from the Application Clearance 
Unit file all cases which are ready for release to tne 
Payment Schedule Unit, using the 3" x 5" cards in the 
"Release File" as a guide. Remove the rorms NCR-1l2 and 


-NCR-15 and the originals of the Forms NCR-14 and NCR-lo 


therefor from their folders and arrange such forms in 
serial number order. Prepare RF-2 in duplicate, listing 
thercon the serial numbers of not more tnan 100 suspended 
cases from one county which are ready for release. Do 

not list on one RF-2 suspended cases from more than one 
county. Obtain a lot number from the record clerk in the 
Receiving and Files Unit wno will examine the Ri-1 for 
such county to determine the number to be assigned to such 
lot. snter on Ri-2 the State and county code, lot number, 
the names of the state and county, and the number of cases 
in the lot. Sign and enter the date in the spaces provided 
therefor in Section III of R¥F-2, 


Prepare n¥-3 in duplicate, #anter in tné upper right-hand 
corner following the words "Priority block No." the letters 
"AJP.S." snter in the space provided therefor the State 
and county code. #nter in the space following the words 
"Released to" the words "Payment Schedule Unit", and enter 
the date in the space provided therefor, #nter in column 
(a) the lot number and in column (b) tne total number of 
Forms NCR-le and NCR-15 in the lot. Release the lot and 
both copies of K¥-3 to the Payment Schedule Unit. The 
original R¥-3 will ve signed by the person designated in 
the Payment Schedule Unit and shall be forwarded to the 
record clerk in the Kéceiving and Files Unit. The copy of 
RF-3 will be retained in the Payment Schedule Unit, 


When cases have been withdrawn from the folders preparatory 

to transmission to the Payment Schedule Unit, detach Forms 
NCR-11l and copies of Forms NCR-14 and NCR-16 from such cases, 
Copies of Forms NGUR-14 and NCx-1ls6 and any Forms NCR-11 which 
do not bear the notation "data recorded" shall be forwarded 

to the Statistics Section. Forms NCR-1l which bear the nota- 
tion "data recorded" shall be forwarded to the file clerk in 
the Receiving and Files Unit. Place the case folder with its 
remaining contents in a separate file labeled "Uleared Cases," 
maintain such file in county code and serial number order. 


when a suspended case is released to the Payment Schedule Unit, 
stamp or write on the appropriate record card "To Payment 
Schedule Unit" and indicate the number of the lot in which such 
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case is included and the date that such suspended case was 
released. Return such card to the 3" x 5" card Tile, 


When Forms NCR-12 or NCR-15 suspended in tne General Account- 

ing Office are received, prepare RF-3 in duplicate. Include 

on RF-3 only the cases from one county. wsnter in the upper 

right-nand corner immediately following the words "Priority 

Block No." the letters "G.A.0." and enter the State and county 

code in the space provided therefor, sinter following the 

words "Released to" the words "Application Clearance Unit" 

and enter the date in the space provided therefor, Hnter in bs 
columns (d) to (h) inclusive, the serial numbers of the cases 
suspended in the General Accounting Office. Sign the original 

R¥-3 in the space provided therefor, and forward such original 8 
RF-3 to the record clerk in the Receiving and Files Unit. Re- 

tain the copy of such R¥-3 in the Application Clearance Unit. 


Cases suspended by the General Accounting Office shall be 
handled in accordance with the procedure for handling cases 


suspended in the Application for Payment Section set forth in 


the preceding paragraphs of this Section 1, except that the 
record clerk spall 


a, (Prepare blue 4" x 5" cards for eases, suspended) by she 
General Accounting-Office, 


b. detach and transmit the first copy of the preaudit 
difference statement to the Accounting Section, 


Cc. assign cases suspended by the General Accounting Office 
to correspondence clerks separately from cases. suspended 
in the Application for Payment Section, 


d. prepare for each. county a separate RF-2 for cases sus-— 
pended by the General Accounting Office when they are 
ready for release to the Payment Schedule Unit, 


e. fasten the original of the preaudit difference state— 
ment and the reply thereto to the front of the case * 
before it is submitted to the Payment Scnedule Unit, . 
and forward the remaining copy of the preaudit dif- ” 


ference statement and the copy of tne reply thereto 
to the Accounting Section. 


f. If a new NCR-12 or NOR-15 has been submitted, attach 
to such new form and to the new NCR-14 or NCR-16 pre- 
pared therefor tne old NCR-le or NCR-15 and the old 
NCR-14 or NCR-16 which were returned to the Application 
Clearance Unit by the General Accounting Office. 
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‘g. If the NCR-14 or NCR-16 prepared for tne NCR-le or 
NCR-15 was prepared on the basis of the rates con- 
teined in NCR-B-3, issued October 1, 1956, prepare a 
new NCR-14 or NCK-16 on the basis of the adjusted 
rates contained in NCR-Misc. No. 7-db. 


II. Instructions to Correspondence Clerks. 


Correspondence clerks must be femiliar witn the instructions 


governing the performance of work in each of the seven units of the 
Application for Payment Section, 
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Upon receipt of a group of suspended cases from the file 
clerk, examine each such case carefully to determine that 
the suspension is warrented. If the suspension is not 
warranted, perform and check tne entry work in connection 
with the suspended case (See Part IV - sntry), have the 
computations performed and checked, certify the applica- 
tion for payment: (See Section III, Part V - Computation), 
and release it to the file clerk for transmittal to the 
Payment Schedule Unit. 


If the suspension is warranted, determine that all reasons 

for suspension have been recorded on kF-4, If it is neces- 
sary to obtain a new NCR-12 or NCR-15 or to obtain a correction 
on an olf NOR-12 or NCR-15 in order to clear a suspended case, 
prepare a letter to the county committee outlining the reasons 
for the suspension and explaining the procedure to be followed 
in order to clear such case, If there is only a slight ir- 
regularity in the NCR-12 or NOR-15, the originel of such form 
may be returned to the county committee for correction, In 
such case the county committee shall be instructed to make the 
correction and have such correction initialed by two members 
of the committee, one of wnom signed the NCR-lée or NCR-Lo. 

If a large number of errors appear on an NCR-le or NCR-1L5, 
retain such form in the State office, and request tne county 
committee to prepare and submit a corrected NOr-le or NCx-lo. 
In all ceses, the county committee shall be instructed to 
prepare and attach a small slip of paper to the corrected 
form, indicating on such slip either that such form has Deen 
corrected or that it is to replace a form on file in the 

State office. When an NCR-12 or NOR-15 is returned to a 
county, the county committee shall be instructed to return 
such form, even though a new form is submitted, and to direct 
@11 mail containing corrected forms to the application 
Clearance Unit. Since the original of all forms NCxn-le or 
NCR-15 suspended by the General Accounting Office must be 
returned to the General accounting Office when such cases 

are resubmitted any Forms NOR-12 or NCR-15 suspended by the 


ay 


General accounting Office shall ve retained in the Appli- 
cation Clearance Unit and if correspondence with the county 
committee is necessary, such committee shall ve instructed 
to prepare a new NCR-l2 or NCR-15. If a case was suspended 
in the General Accounting Office because of an error in the 
entry or computation work, correct the entry and computation 
work in connection with such case. 


Attach to the folder containing the suspended case any: cor- 
respondence prepared in connection therewith and forward such 
case to the person authorized to sign correspondence. Py 


Upon receipt of a suspended case to which is attached a reply 
to previous correspondence, proceed as follows; ¢ 


a. If the corrections requested have been made on the 
original form, determine that such corrections have been 
properly made and that no other alterations have been 
made on such form, or if a new NCR-l2 or NCR-15 has been 
submitted, examine such form following the instructions 
to the examining clerk (See Part III - Hxamination), 


b. Perform and review the entry work on NCR-14 or NCR-16, 
whichever is applicable, following the instructions to the 
entry clerk (See Part IV - Entry). 


c. Upon completion of the entry work in connection with an 
NCR-l2 or NCR-15, refer such form and related forms to a 
computing clerk, 


d. When the NCR-l2 or NCR-15 is returned by the computing clerk, 
execute the "Certificate of Administrative Officer", follow- 
ing the instructions to the review clerk in the Computation 
Unit (See Part V - Computation). When the NCR-12 or NCR-15 
has been approved for payment, release such case to the file 
elerk, 


If, upon receipt of a suspended case to which is attached a reply ' 
to previous correspondence, it is determined that such case has 
not been properly corrected, proceed as in paragraph 2, of this 
Sect Lonwd Ly 4 


Upon receipt of a case which was suspended because the applicant 
receives no payment, prepare a letter to the county committee, 
setting forth such fact, File such cases in a separate file 
labeled "No Payment File". 


Upon receipt of an NCR-12 or NCR-15 to which an NGR-17 is attached, 
prepare NCR-18, NCR-18A, NCR-18B, and NCR-18C (See Part IV, 
NCR-20a, Revised). Release the case to a computing clerk who will 
perform the necessary computations. when the case is returned by 
the computing clerk, execute the certificate of administrative 
officer on NCR-~17 and NOR-12 or NCR-15 (See Part V-Computation). 
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County committees have been instructed to attach NCR-17 to 
the NOR-12 or NCR-15 executed by the operator of a cotton 
farm or sharecropper farm. After the NCR-l2 or NCR-15 for 
the operator of a cotton farm or sharecropper farm nas been 
approved for payment, determine whether the NOn-le or NOR-lo 
for the landlord of such farm nas been received. Tne serial 
number of the NCK-12 or NCR~-15 for the landlord may be deter- 
mined by checking column (3) of NGR-6 opposite the work 

sheet number shown on the NCR-12 or NCR-15 for the operator. 


a. If the NCR-12 or NCR-15 for the landlord has been received, 
obtain such form. In the case of an NCR-12, execute the 
certificate. of administrative officer as set forth in 
Part slv, Section Vill .woeareerapn 1.) Tn the case of an 
NOR-15, transfer entries from NCR-18, NCR-18A, NCR-1&B, 
and NCGR-18C to NCR-16 as set forth in Part V, Section I, 
paragraph 7, of NCR-20a, revised. 


b. If the NGR-12 or NCR-15 for the landlord has not been 
received or if it nas been suspended, prepare NOR-2<é 
Revised in duplicate, as set forth in Part V, Section I, 
paragraph 6, item c, of NOR-20a, Kevised. Attach such 
NCR-23 Revised to the NCR-18 prepared for the operator's 
NCR-12 or NCR-15, 


c. When the NCR-12 or NOR-15 for the landlord of a cotton 
farm or sharecropper farm is received and it is deter- 
mined that the NCR-12 or NCR-15 for the operator of such 
farm has already been released to the General Accounting 
Office, obtain the copy of NCR-23 or NCR-23, Hevised, from 
the record clerk in the Receiving and Files Unit. If the 
landlord executed an NOR-12, transfer entries from NOr-23, 
Revised, to the Certificate of Administrative Officer on 
WCGR-12, If NGn-23 rather than NCR-23, revised, was used, 
obtain entries for the certificate of administrative 
ObticeronueNCh-looes sett orth, in. Pert .V,.Section Vil, 
paragraph 3, item f. 


Hach NCK-12 or NCR-15 suspended by the General Accounting Office 
will have attached thereto two copies of a preaudit difference 
statement, setting forth in deteil the reason for such suspension. 
If the NCR-12 or NCR-15 was suspended because of an error in compu- 
tations, request the copy of the applicable NCR-14 or NCk-16 on 
RF-6, When the copy of the applicable NCR-14 or NCx-16 is received, 
refer the case to a computing clerk for correction. 


When a case suspended by the General Accounting Office has been 
corrected, prepare on the preaudit difference statement an 
explanation setting forth the procedure which has been followed 

to eliminate the reason for suspension. Prepare tnis explanation 
for the signature of the certifying officer. When tne original 
and first copy of such explanation nave been signed, release the 
suspended case to the file clerk in the Application Clearance Unit. 


Lois 
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Instructions to Stenographers. 


In preparing letters in connection with suspended cases, prepare 
one copy for the case folder, and prepare as many other copies as are 
necessary for filing in tne State office. The original shall be 
attached to the outside of the folder with e paper clip. 


Instructions to Computing Clerks. 


as 

1. Upon receipt of Forms NCk-12 and NCn-14 or NCR~-15 and NCR-16 

from a correspondence clerk, perform the necessary computations 

on NCkR-14 or NCR-16 following the instructions in Part V. Re- ‘ 

check all computations to insure accuracy. Upon completion of 

the computation work, return NCn-12 and NCk-14 or NCR-15 and 

NCx-16 to the correspondence clerk from whom such forms were 

received. 


2, Upon receipt of an NCR-l2 or NCH-15 to which an NCH-17 is attached, 
perform the computations on NCR-18, NOr-18a, NGR-185, and NCn-18¢ 


following the instructions in Part V of NCR-20a, xsevised, 


Determination of Nonapplication Farms. 


The persons designated to make determination of nonapplication 
farms should be persons who are familiar with the provisions of the 
1946 Agricultural Conservation Program and with the method of computing 
payments in connection with Forms NCn-15. 


In some instances it may be possible to designate one or more 
blocks on NCH-15 as NAF blocks by comparison of pertinent data in such 
blocks. ¥or example, if NCR-15 contains data for only two or three 
farms and it can be readily determined that the deduction for deficiency 
of soil-conserving crops on such farms would exceed the payment for one 
farm if it were designated as an application farm, and that such de- 
duction would be eliminated by the designation of one farm as a non- 
application farm, it will not be necessary to make any computations to 


verify such designation. However, if NCR-15 contains data for a larger ih 
number of farms, or if there is any doubt as to whether the payment to 
the applicant would be increased by the designation of one farm as a e 


nonapplication ferm, the procedure set forth below should be followed. 


1. Number the blocks on NCR-15 consecutively, beginning with number 
one, w#nter such numbers with lead pencil in the left-hand margin 
of NOn-15. Do not make any entries in tne spaces provided for 
block numbers avove the various blocks until a determination has 
been made as to which farms are to be designated as nonapplication 
farms. 


&, Prepare NCR-16 for NCR-15, following the instructions to entry 
clerks in Part IV and considering all farms as application farms. 


) 


ee 


| 
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35. Upon completion of the entry work on WCna-lo, suca \Cxn-lo shall 
be assi;ned to a computing clerk wao shall perfomm tne compou- 
tations on NCx-lo, Parts I to VII, inclusive, following the 
instructions to computing clerks in Section Ii of Part V of 
NOn-2O, Revised. 


4, Using NCR-16C (Part VI), prepare form K0n-22, (Part I) as 
follows; 


a. Strike the designation "Yorm NUn-16C" and enter in lieu 
thereof "Form NCn-22." 


b. Strike the title "Computation Sheet for more Tnan One 
Farm" and enter immediately above sucn title the words 
"NAF work Sheet - Part I." 


c. Strike all column neadings and enter new column neadings 
immediately below the original headings. The following 
column headings shall ve used. 


Column Column Heading 
NO. 


- Block io. 

- Computed 1965 General acreage wxtended 

- Generel Soil-Depleting base sxtended 

si 1930 General Acreage sxtended 

- 85:0 of General Soil-Depleting base nxtended 
- 8a ____ ‘Tobacco Base axtended 

= 1930 Tobacco acreage dxtended 

- Applicant's waximum Tobacco Payment 

- Cotton Base axtended 

1930 Cotton acreage #xtended 

- Applicant's maximum Cotton Payment 

- Sugar Beet Payment 

- Deduction for mxcess Acreages - Sugar Beets 
= Flax Payment 

- Deduction for Excess Acres -— lax 

- minimum Soil-Conserving Acres nequired 

- 19$0 »)0il-Conserving Acres 

- Applicant's sarned Soil-Building Payment 

= applicant's Soil-building allowance 
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d. It will be noted tnat NCn-10C docs not contain a sufficient 
number of columns for all of the column headings listed in the 
preceding paragraph c. However, when NCn-15 does not include 
data for tobacco, columns (f), (g), and (h) of NCH-22 may be 
omitted, Similarly, if NCn-15 does not include data for cotton, 
columns (i), (j), and (k) of NOs-22 may be omitted. 


5. Perform the entry work on Part I of NCn-22 as follows; 


ie 
° 
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Transfer entries trom Part I of NCk-lo to Part I of NCn-22 
eas follows: 


NWUn-Lo NCa-22 
Port 1 Part I 
(1) rensfer column (k) to column (b) 
(2) Trensfer column (1) to column (c) 
(3) Trensfer column (n) to column (d) 
(4) Transfer column (m) to column (e) 
» 
Trensfer entries from Part Ll of NGk-16 to Part I of NCa-22 
as follows; 
: 4 
WCc-L6 NWCn-22 
Pert Ii Pert 1 
(1) Transfer column (j) to colum (f) 
(2) Trensfer column (k) to column (2) 
(3) Transfer column (1) to column (n) 
Transfer entries from Part III of NCr-lo to Pert [ of NUnece 
as follows: 
NOn~16- . NOn-2e 
Part IIT Pert I 
'- (1) Transfer column (j) to column (i) 
(2) Transfer column (k) to column (3) 
(3) Transfer column (1) to column (k) 
Transfer entries trom Part IV of NGa-16 to Fert-i oi NGn-2e 
as follows: 
NCn-16 NCn-22 
Part IV Part I 
(1) Transfer column (h) to column (1) _ ¢ 
(2) Transfer column (1) to column (m) i 
Transfer entries from Part V of NGa-16 to Part I of NCn-22 ‘ 


2s follows: 


NOn-lo NOn—ce 
Part ¥ Part I 


(1)° Transfer column (h) to column (n) 
(2) Transfer column (1) to column (0) 


Transfer entries from Part VI of WwOn-Lo to,.Part 1 of NGOs2e 
as follows; 


es 


PAA ye 


NCr-lo NCn-2e 
Part Vi Part 1. 
(1) Transfer column (p) to column (p) 
(2) Transfer column (q) to column (q) 


Transfer entries from Part VII of NCx-lb.to Part I of NCrm—22 
as follows: 


NCn-16 NCn-2e 
Part VII Part I 


(hy  iranster column) (1). to column (r} 
(2) Transfer column (g) to column (s) 


After tne entries for all blocks, together with the totals, nave 
been transferred to Part I of NCR-22, examine columns (p) and (q) 
to determine the block for wnich the entry in column (~p) exceeds 
the entry in column (q) by the greatest amount. 


ae 


When the foregoing determination has oeen made, transfer all 
entries for such block, including the block number, to the line 
following the line for totals. For the purpose of identifica- 
tion, this block will be referred to as the "first tentative 
NAF block." 


_ Enter in column (a) of the next succeeding line the words, 


WHirst mevised Total,” Obtain thé entries in this Lins by 
subtracting from the entries in the line for totals the 
entries in the line for the first tentative NAF block. 


Prepare Part Il of NOn-ee. 


Qe 


The entries for column (a) of Part II of NCR-22 shall be taken 
from the line for totals on Part I of NOH~2e. 


The entries for column (b) of Part II of NCa-22, lines 1 to 
24, inclusive, shall be taken from the line for the first 
revised totals on Part I of NCn-—2e. 


The entries for column (b) of. Part II of NOR-22, lines 27 to 
43, inclusive, shall oe taken from tne line for the first 
tentative NAF block on Part I of NCh-de. 


If the entry in item 33, column (b) of Part II of NCx-22 is greater 
than the entry in item 20, column (a) of Part II of NCUn-22 the 

letters "NAF" shall be entered in red pencil on NCa-15 to the left 
of the words "Block No." apvove the block which was considered as the 
first tentative NAF block. 


TOF 
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LS. 


Dea en. 


ixamine the entries in columns (p) and (q) of Part I of NCn-22 
to determine the block for which tne entry in column (p) exceeds 
the entry in column (q) by the second 2reatest amount. 


a. When the foregoing determination has been made, transfer all 
entries for such block, including the block number, to the 
line following the line for the first revised total in Part I 
of NCn-22. 


b. #nter in column (a) of the line following the line for the 
second tentative NAF block the words "Subtotal-NaF blocks." 
Obtain the entries for this line by adding tne entries in 
the lines for the first and second tentative NAF blocks. 


c. inter in column (a) of the line following the line for the 
subtotal of the first ad second tentative NaF blocks the 
words, "Second Hevised Totals." 


wake entries and computations in column (¢) of Part Il of NOaeoe 
as indicated in the various items on sucn forn. 


a. The entries for column (c) of Part II of NCR-22, lines 1 to 
24, inclusive, shall be taken from the line for the second 
revised totals. 


bo. The entries for column (c) of Part II of NCr-22, lines 27 to 
33, inclusive, shall be taken from the line for the subtotal 
of the first and second tentative NAF blocxs. 


If tne entry in item 33, column (c) of Part II of NCR-22 is 
greater than the entry in item 34, column (0) of Part II of NCR 22, 
the letters "NaF" shall be entered in red pencil on NCR-15 to the 
left of the words "Block No." aoove the block which was considered 
as the second tentative NaF block. 


Proceed with the determination of NAF blocks until the revised total 
of column (q) of Part I of NOCx-22 becomes equal to or greater than 
the revised total of column (p) of Part Iiof Ner-22, or unit veere 
determined that the designation of additional NAF blocks will not 
increase the net payment as shown in item 33 of Part II of NOR-22, 


If, after one block has been tentatively designated as an NAF block 
and after entries and computations have been made in columns (a) 
and (b) of Part II of NCn-ge, it is found that the entry in item 
33, column (b), does not exceed the entry in item 26, colum (a) 

of Part II of NOx-22, draw a line through the figures in the lines 
for the first tentative NAF block and the first revised totals on 
Part I of NCR-22 and draw a line through the figures in column (bd) 


POLO EArt 1 boot ein see. Proceed as follows: 
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@. Hxamine the entries in columns (p) and (a) of Part I 
of NCn-22 to determine the block for woich the entry in 
column (p) exceeds the entry in column (q) by the second 
greatest amount. 


b. Proceed as in peragrapn 6, supra, considering such block as 
the first tentative NAF block and subtracting the figures 
for such block from the figures in the line for totals to 
obtain revised totals. 


Cc. Meke entries and computations in column Coy of Part Tl of 
NCn-22e and compere the entry in item 35, column (c), with 
the entry in item 26, column (a). 


d. If the entry in item 35, column (c), is greater than the 
entry in item 26, column (a) of Part II of NCx-22, designate 
the block as an NaF bloek, as set forth in paragraph 8, supra. 


e. If the entry in item 53, column (c), does not exceed the entry 
in item 26, column (a), examine columns (p) and (q) of Part I 
of NCk-22 to determine the olock for which column (p) exceeds 
column (4) by the third greatest amount, and proceed as out- 
lined in the foregoing steps in this paragraph 13, 


In certain cases where the applicant has not earned the maximum 
payment; that is, where the entry in item 6 of Part II of NCR-22 
for the last revised totals obtained is less than item 5 of Part II 
of NCr-22 for the last revised total obtained, it may be possible 
to increase the payment to the applicant by the designation of 
certain other blocks as NAP blocks. To determine which blocks, if 
any, should be NAF blocks for this reason, proceed as follows; 


é. Determine whether the last revised total of column Cb) 6% 
Part I of NCk-22 is greater or less than the last revised 
total of column (c) of Part I of NCR-22, 


b. If the last revised total of colum (bo) is greater than the 
last revised total of column (c), exemine the entries in 
columns (b), (c), and (d) to determine whether the entry in 
column (b) for any block is less than tne entries in columns 
(c) and (4) for such block, If So, consider such bloek as 
@ tentative NAF block end obtain new revised totals on Part I 
of NCa-e2, 


c. If the last revised total of colwm (c) is greater than the 
last revised total of column (0), examine the entries in colum: 
(b), (c), and (d) to determine whether the entry in column (c) 
for any olock is less tnan the entries in columns (b) and (d) 
Pom such Dlockiy » Lt sO, consider such plock as a tentative NAP 
block and obtain new revised totals on Part 1, or NCR-=222 


15. 


Ls. 
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d. Perform the entries end computations on Part II of NCn-22 
for all blocks which are considered as tentative NAF 
blocks to determine wnether the payment to the applicant 
May be increesed by the designation of such blocks as NAF 
blocks. 


¢. wmwe@ke the determinations outlined in the preceding steps a. 
to d., inclusive, for as many blocks as necessary. 


After the instructions outlined in the preceding paragraphs 

neve been carried out, éxamine Part I of NCR-22 to determine 
Whether the 1936 acreage of soil-conserving crops on any farm 

or group of farms is equal to or greater than the minimum number 
of soil-conserving acres required for such farm or farms, or whethe2 
the 1936 acreage of soil-conserving crops is sufficient so that the 
deduction for failure to meet the minimun requirement will not 
exceed the payment for diversion on such farm or farms. If it 
appears that the payment may be increased by designating a certain 
group or farms as nonapplication farms, obtain revised totals and 
subtotals for tentative NAF blocks on Part I of NCR-22 and execute 
Part Il of NCR-22 to determine definitely whether the payment will 
be increased by such designation. 


After the determinations outlined in the preceding instructions 
have been made, number the blocks on NCR-15 using the spaces pro- 
vided for block numbers. 


&. Number all application blocks; that is, all olocks which have 
not been designated as NaF blocks, consecutively, beginning 
with number one. 


bd. Number all NAF Dlocks, consecutively, beginning with the next 
number after the last number assigned to an application block. 


» o> 


‘4, Item 2 divided by item 3 : 


FORM NCR-22 


U. S. Department of Agriculture wa gull Name of Applicant 
AGRICULTURAL ADJUSTMANT ADmINT STRATION 
North Central Division 
NAF WORK SHEET - PART II 
. Spices | First : Second ! Third : 
, Revised ‘ nevised ! Revised ' 
om ~ ‘Total + Total ~< ' Total 1 “Total 
oie: TIS Saas Sie eae its twa 


Or 211 blocks ! ; , 
-. larger of totals of Col. (b) or Or eUo lL boy : : ; 
2, Item 1 minus total of Col. (d) 


.3, Item 1 minus total of Col. (e) 


5, Total of Col. (c) minus total of Gol. (e): : 


6 Item 4 times item 5 


srewonaller-of item 5 or item 6 


'8. Total of Col. (f) minus total of Col. (g): : 
“9, Smaller of item 8 or total of Col. (h) : : 
‘10. Total of Col. (i) minus total of Col. (3): : , : 3 
1, smaller of item 10 or totel of Gol. (k thei : 
fe. Totel of boi (a) ees ! ! : : 
13. Total of Col. (n) | : : : 
14, povel Oleipems 7.19.11. 12 .end. 13 cc 3 ‘ 
‘45. Total of Col. (p) minus total of Col. (4): aiid : 
16, Item 15 times 1.5 times $¢ 1 7 : | 
iD, Item 14 minus item 16 /2_ : 3 ; 
‘18, Smaller of totals of Col. (r) or Col. fay : 
119. Item 17 plus item 18 : 


_ NCR-22 Page 2 


' 20, 


oon 


ne 


w [ty 
or Ol 


Total of items 20, 21, 22, 23, and 24. | ; 3 


NAF WORK SHEET - PAnT Il 


re 


Totel of Col. (d) minus item 1 Mas YE 


Total of Col. (g) minus total of Col. (f) 


. Total of Col. (j) minus total of Col. (i) 2 


: 

5 
r t 5 . 
‘ eS 
' . : 


Gre wot C04 .4( mm) 


' 
: 
; 


’ £ vy 
nn A . 
’ . 
' ‘ 
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Net Payment —- item 19 minus item 25 


| 
| 


For Tentative NAF blocks /3 


Col. (a) minus larger of Col, (bd) or Gol. (c) See ee 


: 

' 

b 27 

q ; F ' ‘ ' 

© 28. ) minus Col. (f) ee 
¥ A i b : 
$29. Col. (j) minus Gol. (4) | : ; ee 
30. Col. (m) Re 3 sda 

' 31. Col. (0) ee 
le, Total of items 20, 21, 22, 28, BO. 27 ee econ ee ee 

: Sc. 3 


Net Payment — item 19 minus item 3c 


i Rt de Sees ee Ate Att ee 


{1 This entry must be the largest figure in Col. (d) of Part I 
of NCR-16, 
ae If the result is sero or lass, entsr Zero, 


{3 + Figures from items 27 to 31, inclusive, in columns (b), (c), and (4d) 
shall be taken from the lines for the first tentative NAF block, the — 
subtotal of the first two NAF blocks, and the subtotal of the first: 
three NAF blocks, respectively. 
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NCR-20, Revised. _ Issued February 17, 1937, 
UNITED STATES TEPARTMENT OF AGRICULTURE 
Aericultural Adjustment Administration 
: | North Central Division. 
‘PART Vila ~ APPLICATION CLEARANCE UNIT 
(Operation No. 7a) 
All cases involving returned United States Treasury Checks, refunds, 


and/or adjustments shall be handled by a special subunit in the ova 
tion Clearance Unit. 


I. DEFINITIONS - As used in these instructions the following terms 
shall have the following meanings 


APPLICATION means an application for payment (NCR-12, NCR-15, 
or NCR-17). oom 


CHECK means a United States Treasury Check issued as a payment 
under an application for payment. 


DISBURSING OFFICE means the Regional Disbursing Office where 
payments are made. 


SCHEDULE FORM means Forms ACP-13, Revised, ACP-13A, ACP-13B, 

and ACP-13C, entitled, "Public Voucher for Agricultural Conserva- 
tion Payments". These forms are used to schedule payments due 
applicants, and constitute a part of the voucher which the 
Disbursing Office uses as its authority to issue checks. 


STATE OFFICE means State Application for Payment Section. 


TREASURER means the treasurer of the county agricultural conserva- 
tion association where the application for payment originated. 


Acp-24 means Form ACP-24, entitled, "Debit Voucher for YUncollectible 
Creck Returned". This form is used to notify the Records and 
Accounts Section, Agricultural Adjustment Administration, and the 
Office of Budget and Finance, Department of Agriculture, which of 
the refund remittances were uncollectible when they were presented 
for payment. 


ACP-28 means Form ACP-28, entitled, "Official Receipt". This form 
is used as a receipt for a treasury check or refund, and is also 
used to record the action taken in connection with an adjustment 
or claim case. 


AD-42 means the form numbered AD-42 which is used for making an 
administrative report to the General Accounting Office with 
respect to a claims case. 


M-66 means Form No. M~66, entitled, "Check Drawn to Order of 
Deceased Employee." This form is prepared in the Disbursing 
Office and is used to indicate the receipt of a check issued in 
favor of a deceased or incompetent person. 
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FORM 1044 means Standard Form No. 1044, Revised, which may be used 
either as a "Schedule of Canceled Checks", a "Schedule of Collections", 
or a "Schedule of Uncollectible Checks." When used as a "Schedule of 
Canceled Checks! it will be used to authorize the cancelation of United 
States Treasury Checks; when used as 2 "Schedule of Collections" it 
will be used to schedule reflunds; and when used as a "Schedule of Un- 
collectible Checks", it will be used to schedule uncollectible items. 


FORM 1045 means Standard Form No. 1045 entitled "Summary of Collections". 
This form is prepared monthly in the Disbursing Office and is used to 
summarize the items on Form 1044 which were submitted during the month. 


FORM 1046 means Standard Form No. 1046, Revised, entitled, "Schedule 
of Transfers - Special Deposits." This form is to be used to authorize 
the transfer of a sum of money from a special deposit account to a 
regular appropriation account. 


FORM 1047 means Standard Form No. 1947, entitled, "Public Voucher 
for Refunds". This form is to be used to authorize the Disbursing 
Office to reimburse an applicant where the applicant has made a 
refund in excess of that due. 


FORM 1048 means Standard Form No. 1048, entitled, "public Voucher for 
Refunds". This form is to be used with Form 1047, the original to be 
prepared on Form 1047 and the copies *o be prepared on Form 1048. 


FORM 1055 means Standard Form No. 1055, entitled, "Application for 
Payment of Amounts Due Deceased or Incompetent Civilian Employees, 
Officers, and Enlisted Men in the Military Service and Public Creditors 
of the United States". This form will be used by the personal repre- 
sentative or heirs of a deceased applicant or the personal representa- 
tive of an incompetent applicant for filing a claim for the payments 
due the deceased or incompetent applicant who executed the original 
application. 


FORM 1064 means Standard Form No. 1064, Revised, entitled, "Schedule 
of Disbursements". This form is used to schedule Forms 1047 and 1048. 


FORM 1065 means Standard Form No. 1065, entitled, "Summary Statement 
of Disbursements". This form is prepared monthly in the Disbursing 
Office and is used to summarize the items on Forms 1064 which were 
submitted during the month, 


FORM 1664 means Treasury Form No. 1664, entitled, "Memorandum of 
Returned Check!!. This form is prepared in the Disbursing Office and 
ig used to indicate the receipt of a returned check. 
II. RETURNED CHECKS. 
A. Checks returned to State office. 


1. If a check was returned to the State office instead of to the 
Disbursing Office, procééd as follows: 


- oe 
a. If the check’is for less than the amount due and 
the improper issuance thereof was not due to an 


error in the Disbursing Office, return the check 
to the treasurer for delivery to the payee. 


b. If the check is for more than the amount due or 
is dram in favor of the wrong payee and the improper 
issuance thereof was not due to an error in the Dis- 
bursing Office, forward the check to the Disbursing 
Office and upon receipt of Form 1664 proceed in ac- 
cordance with the procedure hereinafter set forth 
applicable to the particular type of case involved. 


c. If the check is for an improper amount or drawn in 
favor of the wrong payee and the improper issuance 
thereof was due to an error in the Disbursing Office, 
forward the check to the Disbursing Office with a re- 
quest that it be canceled and a corrected check issued 
in its place. 


Note: A Disbursing Office error can be detected by 
comparing the amount of the check with the 
amount shown on ACP-13B. 


B. Checks returned to the Disbursing Office. 


1. Checks which are returned to the Disbursing Office by the 
treasurer will be accompanied by a letter of explanation 
indicating the reason for the return of the check. A 
copy of this letter will be forwarded by the treasurer 
to the State office together with corrected applications, 
dummy applications, corrected summaries of performance 
or other data pertaining to the case. Upon receipt of a 
copy of such letter, the State office shall 


a. Determine that the State and county code and serial 
number appear on the letter; 


b. Place the letter and accompanying exhibits in a 
chronological letter file, so that the cases may 
be handled in the order of their receipt. 


c. When the case is ready for settlement, withdraw both 
copies of Form 1664 from the file, insert thereon 
the State and county code and serial number, and 
handle the case in accordance with the procedure 
hereinafter set forth. 


CG. Period of retention of checks in county office, Disbursing 
Office, and General Accounting Office. 


1. The treasurer is required to make delivery of checks 
coming into his possession within 21 days after receipt 
thereof or to return such checks to the Disbursing Office. 


The State office: shall not- retain a returned check. In 
all such cases the State-office shall either return the 
check to the treasurer for delivery to the payee or for- 
ward it to the Disbursing Office. 


The Disbursing Office will retain a returned check until 
90 days have elapsed from the first day of the month next 
following the month in which the check was issued. At 
the expiration of the 90-day period the Disbursing Office 
is required to forward the check to the Check Accounting 
Division of the General Accounting Office. 


The Check Accounting Division of the General Accounting 
Office retains the check until the expiration of the fiscal 
year next following the fiscal year in which such check was 
issued... Thereafter, the check is deposited in the United 
States Treasury to the credit of a trust fund account 
entitled, "Outstanding Liabilities". 


D. Forms used in connection with returned checks. 
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Form 1664 —- Each check which is returned to the Disbursing 
Office should be accompanied by a letter explaining why 
the check is being returned. Upon receipt of a returned 
check except when the check is returned because of the 
death or incompetency of the payee, the Distursing Office 
will prepare Form 1664 and will forward to the State 
office two copies of such form, In cases where the payee 
died or was declared incompetent by a court of competent 
jurisdiction, the Disbursing Office will prepare M-66 and 
forward one copy of such form to the State office. 


a. Tata shown on Form 1664 — Form 1664 will show 
(1) The name of the payee. 
(2) The address of the payee. 
(3) The number of the returned check. 
(4) The date of the returned check. 
(5) The amount of the returned check. 
(6) The symbol number. 
(7) The Disbursing Office voucher number. 
ba  Dispositilonwot Porm 1664, 
(1) Upon receipt from the Disbursing Office of Form 


1664 in duplicate, stamp the date of receipt on 
both copies. 


Bo 


(2) File both copies of Form 1664 in alphabetical order 
without regard.to county code or serial number order. 


2» Form AGP-28. 
Office, prepare ACP-28 


Upon receipt of Form 1664 from the Disbursing 


a. Preparation of forn. 


(1) 


(2) 


Prepare an original and two copies of ACP-28 and 
one copy of ACP-28A. 


Enter at this time in the space provided therefor 


(a) 


(b) 
(c) 
(a) 


(e) 


oe 
(g) 
(h) 
(i) 


The name of the remitter (the person who 
returned the check) 


The address of the remitter. 
The applicant's name. 


The nature of the remittance (U. S. Treasury 
check). 


The payee's name (in the case of aU. §S. Treasury 
Check the name of the payee shall be the same 
as the name on the returned check). 

The State and county code. 

The serial number. 

The date of remittance. 

The remittance number. 

The amount of the remittance. 

Make no entries at this time in the space 
provided for the "Schedule No. of Form 1044, 
Revised", and "D. QO. Voucher No.". No receipt 


number shall be assigned to Forms ACP-28 used 
in connection with returned checks. 


be. “Distribution of ACP-—28, 


(1) 


(2) 


(3) 


Mail ACP-28A to the remitter as a receipt for the 
remittance. 


Indicate on the copies of ACP-28 the date ACP-2c8A 
was mailed to the remitter. 


Indicate on one copy of ACP-28 under "Action Taken" 
that part of the money is or is not reclaimable 
and send that copy, together with a copy of 
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Fotm 1044 when such form is used as a "Schedule of 
Canceled Checks", to the accountant. The other 
two copies of ACP-28 shall be filed in the 
chronological letter file with the letter which 
indicates why the check was returned. 


3» Form 1044 - to be used for cancelation of checks. 


a. Preparation of form. 


(1) 


(5) 


(10) 


Prepare Form 1044 in septuple (original and six « 
copies). 
Delete the word "COLLECTIONS" in the title and e 


insert above such word the words " CANCELED CHECKS". 


Do not schedule checks from more than one county 
on one set of Form 1044. Enter the State and 
county code above the words "Schedule of Canceled 

Checks". | 


Enter in the first line in the upper right-hand 
corner the schedule number. Assign No. 1 to 

the first set of forms and assign consecutive 
numbers to each succeeding set of forms until the 
end of the fiscal year. Where more than one sheet 
is required for a schedule the sheet numbers shall 
be numbered consecutively for each schedule. 


Enter in the space immediately above the words "De- 
partment or Establishment" the word "Agriculture". 


Enter in the space above the words "bureau or 
office", theslétters A.A0A." and the name of the 
State office. 


Enter immediately following the words "Received by" 
the name "G. F. Allen"-; enter over the word "Title! 
the words "Chief Disbursing Officer": and enter im- 
mediately above the word "Station" the city and State 
where the Regional Disbursing Office is located. 


Enter immediately following the word "Period" and 
above the words "Month or quarter ended" the month 
during which it is anticipated that the Disbursing 
Office will handle such fom. 


Make no entries in the first column entitled, "Date 
Received". 


Delete the word "Receipt" in the heading of the 
second column and insert in lieu thereof the word 
"Check". Enter in this column the number of the 
check which is to be canceled. 


dD. 


(11) 


(12) 


(13) 


(14) 


(15) 


(16) 


(17) 


ss ee 


Delete the word "Remitter" from the heading of 

the third column and insert in lieu thereof the 
word "Payee". Enter in this column the name of the 
payee and enter under the name of the payee the 
Disbursing Office voucher number. This number may 
be obtained from Form 1664. 


inter in the fourth column a brief description of 
the reason for cancelation such as "Overpayment", 
"Duplicate payment", "Payee not entitled", etc. 


Enter in the fifth column the amount of the check. 


Enter in the last column the symbol and title 
of the appropriation or fund against which the 
check was drawn (126/72215(21)2 C&UALRUSDA). 


Enter the total for all amounts shown in the fifth 
column in the space provided therefor. 


Enter immediately following the word "Forwarded"! 

in the lower right-hand corner of the form the 

date such form is forwarded to the Disbursing 
Office. The certifying officer shall sign on 

the next line following the word "By" and enter 

his title in the next line following the word "Title 
The name and title of the certifying officer snall 
be typed on all copies. 


Make no entries in the lower left-hand corner of 
the form as this space is reserved for the use of 
the Disbursing Office. 


Distribution of form. 


(1) 


(2) 
(3) 


(4) 


The original and four copies shall be transmitted 
to the Disbursing Office. 


Two copies shall be retained in a pending file. 


Upon receipt of the original and four copies, the 
Disbursing Office clerk will fill in the first and 
second lines in the lower left-hand corner of the 
form and will retain one copy in the Disbursing 
Office, return one copy to the State office, forward 
one copy to the Records and Accounts Section, 
Agricultural Adjustment Administration, and forward 
the original and one copy to the Treasury Department - 
in Washington, D. C., from whence the original 

will be forwarded to the General Accounting Office 
in Washington. Ds «Gs 


When the receipted copy is returned by the Disbursing 
Office enter on the copies in the pending file the 


ry} 
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data which was entered by the Disbursing Office 
in the lower left-hand corner of the receipted copy. 


(5) Send one copy of Form 1044 to the accountant and 
attach thereto the copy of ACP-28 for each case which 
shows whether part of the proceeds of the canceled 
Check is reclaimable. 


(6) Forward one copy of Form 1044 to the Office of 
Budget and Finance, Department of Agriculture, 
Washington, D. C. . 


(7) File the remaining copy in the State office file. 
Redelivery of checks to payee. 


If a payee is located or if a payee decides to accept 
his check after such check has been returned to the Disbursing 
Office, a request for the return of such check must be signed 
by the payee before the State office may authorize the return 
of such check. Upon receipt of such request determine the 
location of the check by eXamining the Form 1664 file. 


tl. If the check is less than one fiscal year old, determine 
whether the check is in the Disbursing Office or in the 
General Accounting Office. If the check ig in the Disbursing 
Office, type on the reverse side of both copies of Form 1664 
a memorandum addressed to the Disbursing Officer requés ting 
that the check be mailed to the payee. This memorandum shall 
set forth the reason why such check should be returned and 
the payee's present address. Such memorandum shall be signed 
by the certifying officer. Transmit one copy of Form 1664 
with the memorandum on the reverse side thereof to the Dis- 
bursing Office, and return the other copy to the Form 1664 
file. Type on ACP-28 the action taken and file such forms 
together with the correspondence pertaining thereto in a 
dead file. 


«+ If the check is less than one fiscal year old and if such 
check was retained in the Disbursing Office for the required 
period and then forwarded to the Check Accounting Division 
of the General Accounting Office, proceed as follows: 


a- Prepare AD-42 as follows: 


(1) Prepare AD-42 in quadruplicate (original and 
three copies). 


(2) Delete the words "Claims Division" and insert in 
lieu thereof the words "Check Accounting Division". 


(3) After the word "of" insert the name and address 
of the claimant. 


dD. 


(4) 


(5) 


(6) 


(7) 


(8) 


(9) 


Seo re 


Insert the amount claimed in the space provided 
therefor. This amount shall be the amount which 


-is claimed by the applicant or in the absence 


of a definite claim by the applicant it shall be 
the amount of the check which is being retained 
by the General Accounting Office. 


Enter after the words "Approved for" the amount 
which is properly allowable ‘to the claimant. 

This amount is the amount of the check which is 
being held in the General Accounting Office. If 
there is any difference between the amount claimed 
and the amount approved, such difference shall be 
entered after the words "Differences explained 
below" and an explanation shall be given outlining 
the reason for such difference. 


Delete the word "Chargeable" and insert in lieu 
thereof the word "Charged". Enter after the word 
"Charged" the amount shown after the words "Approved 
for" and indicate the symbol and title of the appro- 
priation to which such amount has been charged. 


The remainder of the space on the form shall be 

used for a detailed statement relative to the 

claim. There should be included in this statement 

a request that the General Accounting Office forward 
to the payee the check which is being retained in the 
General Accounting Office. 


The certifying officer shall initial the original 
and first copy of AD-42 below the words "Director 
of Finance" and the full name and address of the 
certifying officer shall be typed on the first 
copy of Ap-4e. 


The third copy of AD-42 shall be retained in the 
State office and the original, first, and second 
copies of AD-42, together with the original of the 
payee's letter requesting the return of hig check, 
Shall be sent to the Office of Budget and Finance, 
Department of Agriculture, Washington, D. C., with 
& request that they be forwarded to the General 
Accounting Office. 


Enter on the reverse side of one copy of Form 1664 a 
notation to the effect that the Check Accounting Division 
of the General Accounting Office has been requested to 
return the payee's check. Return this copy of Form 1664 
to the file and destroy the other copy of Form 1664. 


Type on ACP-28 under the caption "Action Taken" a brief 
statement regarding the disposition of the case and file 
the remaining copies of ACP-28 in a dead file with the 
correspondence pertaining thereto. 
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IV. 
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If the check is more than one fiscal year old and if such 
Check was retained in the Disbursing Office for the required 
period and then forwarded to the Check Accounting Division 

of the General Accounting Office from whence it was forwarded 
to the Claims Division of the General Accounting Office and 
covered into an account entitled, "Outstanding Liabilities", 
proceed as follows: 


a. Prepare AD-42 in accordance with the procedure outlined 
in II, EH, 2, supra, except that the words "Claims 
Division" shall not be deleted and the words "Check 
Accounting Division" shall not be entered. 


b. Enter on the reverse side of one copy of Form 1664 a 
notation to the effect that the Claims Division of 
the General Accounting Office has been requested to 
authorize the issuance of a check in the amount of the 
check which has been covered into "Qutstanding Liabili- 
ties! 


ce Type on ACP-28 under the caption "Action Taken" a brief 
statement regarding the disposition of the case and file 
the remaining copies of ACP~28 in a dead file with the 
correspondence pertaining thereto. 


LOST CHECKS. 


If the State office is notified that a check has been lost, 


stolen, or destroyed, such notification shall be forwarded as soon 

as possible to the Disbursing Office. The handling of such cases 
comes within the exclusive jurisdiction of the Treasury Department anc 
appropriate action will be taken by the Disbursing Office to make 

@ prompt and satisfactory settlement of such cases. 


CHICKS ISSUED FOR LESS THAN AMOUNT DUE THE APPLICANT. 
en ae once ee eee ee te es CAS SEL AN 
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Where error was made in county office. 


ie 


Upon receipt of a corrected application, a corrected summary 


of performance, if necessary, and a statement of claim, 
examine such forms to determine whether the applicant is , 
entitled to an adjustment. 


a. Determine that the corrected application has been signed 
by the applicant, a member of the county committee and 
by the farm reporter. If the farm reporter is no longer 
employed or is other wise unavailable the county committee 
should indicate that the corrected records of the farm 
reporter or a special investigation forms the basis of 
the claim. 


b. Determine that there is a statement of claim signed by 
the applicant. 


Check the corrected application against the file copy of the 
computation form for the original application to determine 
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that no changes have been made other than those specifically 
enumerated in the statement of claim. 


If it is determined that an adjustment is to be made, proceed 


as follows:: 


a. Prepare 


set of computation forms in accordance with 


existing procedure. 


(1) If only the initial payment has been made 


(a) 


(b) 


(d) 


Enter on the corrected computation form to the 
left of the net payment to applicant, the amount 
of the initial payment check which was drawn 

in favor of the applicant. 


To the left of the figure entered under sub- 
paragraph (a), supra, enter the difference be- 
tween the net payment to applicant and the amount 
of the initial payment check; for example, if the 
corrected gross payment to applicant is $110.00, 
deduction for administrative expense $10.00, 

the net payment to applicant $100.00,and initial 
payment $60.00, the $110.00, $10.00, and $100.00 
will be shown on the computation form in accord- 
ance with the regular procedure. To the left of 
the $100.00 entry will be $60.00 and to the left 
of the $60.00 entry will be $40.00. The $40.00 
will be the amount due the applicant. 


Enter on the corrected application in the space 
provided therefor beneath the words "Certificate 
of Administrative Officer" the following: 


(a-1) In the space provided for administrative ex 
penses, enter the percentage and the amount 
of administrative expenses shown on the 

corrected computation form (the amount is 
$10.00 in the. example). 


(a-2) Enter in the space provided for the approve 
payment to the applicant, the amount deter- 
mined to be due the applicant ($40.00 in 
the example). 


(a-3) Enter in the spase provided for the amount 
of payment, the amount determined by adding 
the entries made pursuant to items (a-1) 
and (a-2), supra, ($50.00 in the exemple). 


Prepare a memorandum addressed to the Chief of 
Party of the General Accounting Office setting 
forth the check number of the check issued under 


(2) 
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the original application, the bureau schedule 

number, the administrative number, and the 

Disbursing Office Voucher Number of the schedule 

form on which such check was listed, and indicate 

on this memorandum all errors which have been 

corrected. This memorandum shall be signed by 

the certifying officer. If the original check 

was returned to the Disbursing @ffice, a copy 

of ACP-28 shall be used in lieu of the above- 

described memorandum and when so used shall be 

signed by the certifying officer. If ACP-28 is te 
used indicate in the space provided under the 

caption "Action Taken", that the Disbursing Office 

has been requested to return the original check ie 
to the payee and that a supplemental check is to 

be issued for the additional amount. Attach one 

copy of ACP-28 to the corrected application and the 

original computation form and file the other copy 

with the copy of the computation form. 


If one check has been issued to cover all payments - 
for example, if the corrected "gross payment to 
applicant" is $110.00, the "Deduction for Adminis~ 
trative Expense" $11.00, and the "Net Payment to 
Applicant" $99.00, thile the original computed amounts 
were $100.00, $10.00, and $90.00, respectively - 
proceed as follows: 


(a) 


(b) 


(e) 


Enter on the corrected computation form to the 
left of the entry for the deduction for adminis- 
trative expenses the amount shown on the original 
computation form ($10.CO in the example case). 


Enter to the left of the entry made under sub- 
paragraph (a), supra, the difference betreen the 
original and corrected amount of administrative 
expenses ($1.00 in the example case). 


Enter to the lft of the entry for the net payment 
to applicant, the amount previously paid to the 
applicant ($90.00 in the example case). é 


Enter to the left of the entry made under sub- 
paragraph (c), supra, the difference between the 
corrected net payment to applicant and the amount 
previously paid($9.CO in the example case). 


Enter on the corrected application in the space 
provided beneath the words "Certificate of 
Administrative Cfficer". 


(a-1) In the space provided for administrative 
expenses enter the percentage and the 
amount determined under subparagraph (b), 


(2) 


bday Cole 


supra, (the amount in the example case 
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(a-2) In the space opposite the words "Approved 
Payment to Applicant" enter the amount 
determined under subparagraph (ad), supra, 
($9.00 in the example case). 


(a-3) In the space opposite the words "Amount 
of Payment" enter the sum of the entries 
made pursuant to (a-1) and (a-2), supra, 
($10.00 in the example case). 


Prepare a memorandum addressed to the Chief of 
Party of the General Accounting Office in 
accordance with the procedure set forth in 
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If an initial and final payment have been made — for 
exemple, if the corrected "Gross Payment to Applicant" 
is $100.00 the "Deduction for Administrative Expenses! 
$8.00, and the "Net Payment to Applicant" $92.00, 
while the initial payment received by the applicant 
was $45.00 and the final payment was $1.00, = proceed 
as follows: 


(a) 


(b) 


(a) 


(e) 


Enter on the corrected computation form to the 
left of the entry for the net payment to applicant 
the initial and final payments received by the 
applicant ($45.00 and $1.00 in the example case). 
Enter both payments in the same space, the final 
payment below the initial payment. 


Enter to the left of the entries made under sub- 
paragraph (a), su ra, the difference between the 
corrected "Net Payment to Applicant" and the sum 
of the initial and final payments made to the 
applicant ($46.00 in the example case). 


Enter on the corrected computation form to the 

left of the entry for the gross payment to applicant 
the amount of the gross payment determined on the 
hae computation form ($60.00 in the example 
case). 


Enter to the left of the entry made under sub- 
paragraph (c), su ra, the difference between the 
corrected and original amount of "Gross Payment 
to Applicant" ($50.00 in the example case). — 


Enter immediately below the entry made under sub-— 
paragraph (d), supra, and above the entry made 
under subparagraph (b), supra, the difference 
between such entries ($4.00 in the example case). 


4, 
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(f) Enter on the corrected application, beneath the 
words "Certificate of Administrative Officer" 


(a-l1) In the space provided for administrative 
expenses enter the percentage and the 
amount determined under subparagraph (e), 
supra, (the amount in the example case is 
$4.00). 


(a-2) In the space opposite the words "Approved 
Payment to Applicant" enter the amount 
determined under subparagraph (b), supra, 
($46.00 in the example case). 


(a~3) In the space opposite the words "Amount of 
Payment" enter the sum of the entries made 
pursuant to (a-1) and (a-2), supra, ($50.60 
in the example case). 


(g) Prepare a memorandum to the Chief of Party of the 
General Accounting Office in accordance with the 
Procedure set, forth Mnuly, Ae al Ly, fae 
supra. 


(4) Transmit the corrected application and related forms 
to the Payment Schedule Unit where the amount due 
will be scheduled on ACP-13, Revised. The personnel 
of the Payment Schédule Unit shall be advised that 
cases involving adjustments must not be entered on 
the same schedule form used for regular cases and that 
such schedule form shall be identified by inserting 
in the upper right-hand corner thereof the words, 
"Adjustment Cases." The payment to the appviicant 
and the administrative expenseg which are to be 
scheduled shall be taken from the corrected application 
in the space provided for the Certificate of Adminis- 
trative Officer. When vroperly schsduied, the 
corrected application and all related forms (including 
the statement of claim signed by tho epnlicant) shall 
be transmitted to the General Accounting Preaudit 
Office. 


If it is determined that no adjustment is. to be made, notify 
the county committee and indicete the reason for the rejection 
of the claim for an adjustment. 


B. Where error was made in the State office. 


Es 


Where a properly signed statement of claim is received, 
accompanied by a "dummy" application, indicating that the 
Original application was correctly executed but the amount 
of the check was less than that due the applicant, examine 
the statement of claim and the "dummy" application to 
determine whether such claim may be allowed and if such 
Claim may be allowed, proceed as follows: 


ae ice 


a If the original chetk drawn in favor of the applicant 

has been returned t6 the Disbursing Office, follow the 
procedure set forth in II, E. supra, in order that such 
check: may be returned to the payee. 


b. Check the entries on the file copy of the computation 
sheet against. the data. shown on the "dummy" application. 
If a discrepancy is. found, determine from the summary 
of performance wacther the entries on the file copy of 
the computation sheet or the dummy application are correct. 


ec. If it is determined that the entries on. the file copy 
of the computation sheet are correct, check all 
computations on such file copy to determine that the 
computations were correctly made. | 


d. if no error is found in the computations, determine 
whether the amounts shown on the computation sheet were 
properly entered on the schedule forms. 


If it is determined) that an error was made in the State 
office, prepare a set of computation forms in accordance 

- with existing procedure and otherwise follow the procedure 
set forth in IV, A, subparagraphs 2, 3, and 4, supra. 


e) 
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C. Where error was made in Disbursing Office. 


l. If upon investigation, it is determined that the Disbursing 
Office-issued aseheck in favor of an applicant for an amount 
“less than the amount showr on the schedule form the statement 
of claim shall be forwarded to the Disbursing Office with a 
request that appropriate steps be taken to canccl the original 
cheek ard issue a corrected check in lieu thereof for the 
‘amount approved for payment on the schedule form. If Form 1664 
has been received for a check which was erroneously issucd 
by the Disbursing Office, a notation should be entered on the 
reverse side thereof indicating the nature of the case and the 
fact that it has been referred-to the Disbursing Office for 
appropriate settlement. File one copy of Form 1664 and destroy 
the other. 


V. CHECK ISSUED FOR MORE THAN THE AMOUNT DUE THE APPLICANT. 
A. Where error was made in the county office. 

1. Determine that the check issued under the original application 
was returned to the Disbursing Office or if such check was 
negotiated, that an appropriate refund was made. 

2. Determine that a corrected application has been submitted 
and that a corrected summary of performance has beex submitted, 


if such form is necessary. 


a. “The corrected application need not be signed by the applicart 


Me a sys 


b. An explanation, should be made by the fam reporter who 

signed the original application indicating the exact 
nature of the error which was nade. If such farm 
reporter is no longer employed or is otherwise un- 
available the county committee shall indicate that 
fact and show that his corrected records or an 
additional investigation form the basis of the claim. 


If the original check(s) were returned, authorize the can- 
celation of such check(s) by following the procedure set 
forth in II, D, 3, supra. 


ae te only the initial payment has been made 


(1) Prepare a corrected set of computation forms in 
accordance With existing procedure. 


"(2) Enter on the "dummy" application in the space pro- 
vided therefor beneath the words "Certificate of 
Administrative Officer". : 


(a-1) In the space provided for administrative 
expenses, enter the percentage and the amount 
of administrative expenses shown on the com- 
putation form. 


(a-2) Opposite the words, "Approved Payment to 
Applicant", enter the amount shown on the 
computation form opposite the words, "Net 
Payment to Applicant". 


- (a-3) In the space opposite the words "Amount of 
Payment" enter the sum of the entries made 
Pursuant to (a-l) and (a-2), supra. 


(3) Complete ACP-28 by entering under "Action Taken" 
a description of the procedure which has been 
followed. 
b. If all payments have been made 


(1) Prepare a set of computation forms in accordance 
with existing procedure. 


(2) Determine the difference between the deduction 
for administrative expenses previously made and. 


the correct amount of such administrative expenses. 


(3) Enter on the "dumay" application beneath the words 
"Gerticicate of Administrative Officer". 


(a) In the space provided for administrative ex= 
penses, enter the percentage. and the correct 
anount of administrative expenses. 


eae Nees 


(b) Enter opposite the words, "Approved Payment 
to Applicant", the amount computed on the 
corrected computation forn. 


(c) In the space opposite the words "Amount of 
Payment" enter the sum of the entries made. 
pursuant to (a) and (b), supra. 


(4) Complete ACP-28 by entering under the caption 
"Action Taken", a description of the procedure 
which has been followed. A notation shall be 
inserted thereon indicating that the adminis- 
trative expense in connection with the application 
has been reduced, and indicate the amount pre- 
viously charged for administrative expenses and 
the correct amount of administrative expenses. 
Attach one copy of ACP-28 to the original of 
the corrected computation form and file the 
other copy with the corrected copy of the com- 
putation form (the third copy of ACP-28 will 
have been sent to the accountant with Form 1044). 
The application, computation form, ACP-28, and 
the schedule forms shall be routed through the 
General Accounting Preaudit Office. 


4. If a refund has been made in the amount of the excess 
payments which the applicant has received. 


Qe 


Schedule the refund by following the procedure set 
POr vd iin . Sint ra: 


(1) Prepare a corrected set of computation forms in 
accordance with existing procedure. 


(2) Determine the difference between the deduction for 
administrative expenses previously made and the correct 
amount of such administrative expenses.. 


(3) Enter on the "dummy" application beneath the words 
“Certificate of Administrative Officer". 


-(a) In the space provided for administrative expenses, 
enter the percentage and the amount computed under 
subparagraph (2), supra. The entry should be 
preceded by a minus sign (-) and circled. 


(b) Enter a zero opposite the words "Approved Payment 
to Applicant." : 


(4) . Complete Form ACP-28 as set forth in V, A, 3, b, (4), 
supra. 


(5) The application and corrected computation form shall be 
filed in the State office. A copy of ACP-28 showing the 
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administrative expenses previously charged and the 
correct amount of administrative expenses which should 
have been charged shall be forwarded to the Records and 
Accounts Section, Agricultural Adjustment Administration, 
Washington, D.C., at the same time the refund is 
scheduled for deposit in the regular appropriation 
accounts. 


B. ‘here error was nade in State office: 


1. Deternine that the check issued under the original application 
has been returned to the Disbursing Office or if such check 
has been negotiated that an appropriate refund was made « 


2, Determine that a "dunny" application and a statement by the 
county committee have been received, 


a. The "dunny" application need not be signed by the applicant. 


b. If a "@unmy" application has not been submitted by the 
county committee, one may be prepared from the summaries 
of performance and the original computation for On take 
in the State office. . 


3, If the original check was returned authorize the cancelation 
of such check by following the procedure set forth in Ta aes 
supra, and if a refund was made, schedule such refund by 
following the procedure set forth in X, iit ra. 


4. Prepare a corrected set of computation forms, if necessary. 
5. Approve and certify the "dummy" application as follows: 


If only the initial payment has been made, follow the procedure 
set forth in V, A, 3, a, supra; if all payments have been nade 
follow the procedure set forth in V, A, 3, b, supra; and ure 
refund has been made in the amount of the excess payment, 
follow the procedure set forth in V, A, 4, supra. 


6. Complete ACP-28 as set forth in V, A, 3, b, (4), supra, rane 
forward it as provided in V, A, 3, b, (5), supra. 


C. Where error was made in Disbursing Office. 


1. If upon investigation it is determined that the Disbursing 
Office issued a check in favor of an applicant for an amount 
in excess of the amount shown on the schedule form, the 
statement of claim shall be forwarded to the Disbursing 
Office with a request that appropriate steps be taken to 
cancel the original check and issue a corrected check in lieu 
thereof for the amount approved for payment on the schedule 
form. If Form 1664 has been received for a check which was 
erroneously issued by the Disbursing Office, a notation shall 
be entered on the reverse side thereof indicating the nature of 
the case and the fact that it has been referred to the Disbursing 


Office for appropriate settlement. File one copy: © of Form 1664. 
and destroy the other copy 


oS 


VI. CHECK ISSUED IN FAVOR OF WRONG PAYER 


A. 


Where error was made in county office 


1 


mere ‘ 
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Determine that the check was returned to the Disbursing Office 
or that an appropriate refund was made. 


Determine that a corrected application has been submitted, 
signed by 


ae The applicant. 


Digna county committeeman Signing for the committee. 


ce. The farm reporter who signed the original application 
unless such farm reporter has been discharged or is other- 
wise unavailable, in which event an explanation should be 
made by the county committee. 


Determine that a statement of claim is submitted signed by the 
applicant. 


If the original check was returned, authorize the cancelation 
of such check by following the procedure set forth in II, D, 
3, supra, and if a refund was made, schedule such refund by 
following the procedure set forth in X, infra. 


Examine and certify the corrected application for full payment 
in accordance with the regular procedure. 


Indicate on ACP-28 under the caption, "Action Taken"; 


a that the name of the payee was incorrectly showm on the 
original check 


b. that cancelation of the original check has been effected 
by means of Form 1044 or that an appropriate refund was 
made and scheduled on Form 1044. (Give Form 1044 Schedule 
No.) . 


¢. that a corrected check is being authorized in favor of the 
applicant. 


Attach one copy of ACP-28 to the corrected application and 
file the other copy in the dead file. (The third copy will 
have been forwarded to the accountant with Form 1044). 


Where error was made in the State office: 


iy 


as 


Determine that the check was returned to the Disbursing Office 
or that an appropriate refund was made. 


If the original check was returned, authorize the cancelation 


ef such check by following the procedure set forth in II, D, 3, 


Oe 
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supra, and if a refund was made, schedule such refund by fol- 
lowing the procedure set forth in X, infra. 


If a dummy application has not been submitted, prepare one 
in the State office. 


Indicate on ACP-28 under the caption, "Action Taken", © 


a. that the name of the payee was incorrectly show on the 
original check, 


b. that cancelation of the original check has been effected 
by means of Form 1044 or that an appropriate refund was q 
made and schedule on Form 1044. (Give Form 1044 Schedule No.) 


c. that a corrected check has been authorized in favors { 
the applicant. 


Examine and certify the dummy application for full payment in 
accordance with the regular procedure. 


Attach one copy of ACP-28 to the dummy application and file the 
other copy in the dead file. (The third copy should have been 
forwarded to the accountant with Form 1044, ) 


GC. ‘Where error was made in the Disbursing Office. 


1.. 


If, upon investigation, it is determined that the Disbursing 
Office issued a check in favor of a payee whose name did 

not appear on the schedule form the statement of claim shall 
be forwarded to the Disbursing Office with a request that 
the original check be canceled and that a corrected check 

be issued in favor of the applicant whose name appears 

on the schedule fom. If Form 1664 is received for a case 
of this nature, a notation shall be entered on the reverse 
side thereof indicating that the Disbursing Office made an 
error in drawing the check and that the case has been referred 
to the Disbursing Office for appropriate settlement. File 
‘one. copy: of Form 1664, and destroy the other copy. 


VII. APPLICATION SUBMITTED ON IMPROPER FORM. 


A. Discovered after a check has already been issued. ( 


1. 


If, after checks have been issued a corrected NCR-15 is sub- 
mitted to replace two or more Forms NCR-1l2, or if corrected 
Forms NCR-12 are submitted to replace an NCR-15, the follow- 
ing procedure shall be followed: 


a. where payments issued under the original application(s) 
are in excess of the amount determined to be due the 
applicant. 


(1) If all checks have been returned, they shall be 
cancele.”. and the corrected application(s) shall 
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be audited for full payment in accordance with the 
regular procedure. In such case the accountant 
shall be informed in the usual manner on ACP-28 
that the administrative expenses previously charged 
were in error. The correct amount of adninistra- 
tive expenses shall be shown on ACP-<8. 


(2) If the applicant has made a refund of the excess 
payments which he has received, and has retained 
an amount which is determined to be due him, the 
corrected application(s) shall be approved for "no 
payment", The accountant shall be informed in the 
usual manner on ACP-28 that the administrative ex- 
penses previously charged were in error. The correct 
administrative expenses shall be shown on ACP-28. 


(3) In (1) and (2), supra, ACP-28 shall indicate under 
the caption, "Action Taken", 


(a) The serial number(s) of the original application(s). 


(b) The check numbers and the amounts issued under the 
original application(s). 


(c) Whether the original checks have been caiceled or 
whether a refund has been made and the amount of 
the refund. 


(a) The reasons for submitting the corrected applicatia(s). 
(e) The amount determined to be due the applicant. 


(f) The amount previously charged for administrative 
expenses and the correct amount which should be 
charged. 


(4) If the applicant has failed to return the checizs which 
were dravm in his favor and if he has failed to make an 
appropriate refund, he shall be requested to make a refund. 


b. Where payments issued under the original application(s) are 
less than the amount determined to be due the applicant. 


(1) If all the checks have been returned to the Disbursing 
Office, they shall be returned to the payce in accord- 
ance with the procedure set forth in II, H, supra. 

In such cases, the corrected application(s) shall be 
examined for payment but there shall be deducted from 
the full payment the amount previously paid the 
applicant under the original application(s) which he 
submitted. The procedure to be followed in preparing 
the computation forms and certifying the corrected 
application for payment is set forth in IV, A, supra. 
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(2) If the applicant did not return the checks which 
he received or refund the amount of such checks, 
the corrected application(s) shall be examined in 
accordance with the regular procedure, but there 
Shall be deducted from the amount of the full payment, 
the amount which the applicant previously received 
under the original application(s) which he submitted. 
In such cases the accountant shall be informed of the 
correction necessary in connection with administra- 
tive expenses. 


(3) In-(1)and- (2) ,o supra, the: corrected application(s) 
shall be accompanied by a memorandum or by ACP-28 
indicating 


) 


(a) The serial number(s) of the original applica- 
tionts). 


(b) The check number(s) issued under the original 
application(s). 


(c) Whether the original checks have been returned, 
and if they have, whether the Disbursing Office 
has been authorized to redeliver them to the 
payee. 


(d) The reasons for submitting the corrected t 
application(s). 


(e) The amount determined to be due the applicant. 


(f) The amowt previously charged for administrative 
expenses and the correct amount which should be 
charged. 


B. Discovered before a check was issued. 


1. If, before a check has been issued, two or more corrected 
applications are submitted to replace one application or ag af 
one application is submitted to replace two applications, the 
following procedure shall be followed: A te 

\ ee 
a. If the original application is in the State office, 


(1) Renove it from its regular place and substitute in its 
place the corrected application(s). 


(2) Adjust the control records to show the substitution of 
applications. 


(3) Indicate on the original application that it has been re- 
placed by a corrected application and file it in a dead 
tiie; 
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(4) Prepare corrected computation forms and otherwise handle 
the corrected application in accordance with the 
regular procedure. 


b. If the original application has been transnitted to the 
General Accounting Office 


Ce Request the return of such application, 


(2) Make the necessary adjustments in the control record, 
the payment schedules, and the accounting records. 


(3) Indicate on the Original application that it has 
been replaced by a corrected application. 


(4) Prepare corrected computation forms and otherwise 
handle the corrected application in accordance with 
the regular procedure. 


(5) Forward both the original and corrected applica- 
tions to the General Accounting Office. 


ce If the original application has been forwarded to the 
Disbursing Office. 


(1) Request the return of such application 
(2) Make the necessary adjustments in the control 
record, the payment schedules and the accounting 


records. 


(3) Indicate on the Original application that it has 
been replaced by a corrected application. 


(4) Prepare corrected computation forms and otherwise 
handle the corrected application in accordance 
with the regular procedure. 


(5) Forward both the original and corrected applica- 
tions to the General Accounting Office. 


( VIII. HRROR IN ORIGINAL APPLICATION DISCOVERED BEFORE CHECK ISSUED, 


A. Error discovered in county office. 


l. If, before a check has been issued, a corrected application 
is submitted indicating that some of the basic data on the 
original application was incorrect, determine the location 
of the original application and handle the case as set forth 
Ty Vt By ge SODA 


<. If, before a check has been issued, a corrected application 
is submitted indicating that the name of the applicant was 
improperly shown in the original application, determine the 


ee 
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location of the original application and handle the case 
as Set forth in’ Vily (ea , 2,” supe. 


Be Lrror discovered in Steperoii ee. 


1. If, before a check has been issued, “it is:détermined 
that an application was erroneously approved in the State 
office for more or less than the amount due the applicant 
or that the name of the payee was improperly designated 
or that any other type of error was made in connection with 
an application _ 


a. Determine the location of the original application. 
b.. Request the return of such vee 
c. Handle as a suspended case. 

DEATH OR INCOMPETENCY OF ORIGINAL APPLICANT. 

A. Discovered before original application has left Sa office, 


1. If before a check has’ been issued in connection with 


an application, a corrected application is submitted indicating 


that the original applicant is deceased or has been declared 
incompetent by a court of competent jurisdiction and such 
corrected application is signed by the administrator or 
executor of the estate of the original applicant or by the 
guardian or a committee of the original applicant, or by 

his heirs, if there is a showing that no administration on 

the estate of the original applicant is contemplated, 

withdraw the original application and substitute in lieu 
thereof’ the corrected application. “If there is no serial 
number on the corrected application, insert thereon the serial 
nunber of the original application. Make a notation on the 
original application to the effect that it has been replaced 
by a corrected application but do not make any notation on 

the corrected application. The corrected application shall be 
handled as though the original application had never been 
received and the original application shall be placed in the 
dead file. 


Be Discovered after original application has left the State office 
and prior to the issuance of a check in connection therewith. 


l. If, after an application has been forwarded to the General 
Accounting Office and before a check has been issued in 
connection with such application, a corrected application 
is ‘submitted indicating that the original applicant is 

_ deceased or has been judicially declared incompetent, 
proceed as follows: 


a. If a check has not been issued in connection with the 
original application, request that such original 
application be retumed to the State office. 


) 


a) 


4) 
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Make a notation on the original application to the effect 
that it has been replaced by a corrected application. 


If there is no serial number on the corrected applica- 
tion, insert thereon the serial number of the original 
application. 


Attach the original application to the corrected applica- 
tion and forward them to the Payment Schedule Unit in 
order that a corrected schedule may be prenared. 


Forward both the original and corrected application to 
the General Accounting Office with the schedule forms. 


C.- Discovered after a check has been issued. 


ie, 


Upon receipt of information indicating 


Ae 


that an applicant died or was judicially declared 
incompetent before a check issued in his favor was 
cashed, or 


that an applicant died or was judicially declared 
incompetent during the time that elapsed between the 
negotiation of the initial payment check and the 
issuance of the final payment check, 


the State committee shall advise the county committee to have 
Form 1055 prepared in accordance with the "Procedure for the 
County Committees in Cases Involving Undelivered Checks, Lost 
Checks, and Adjustments", if such form has not already been 
submitted. In such cases the county committee shall be ad- 
vised that if the. check has not been negotiated it shall be 
returned to the Disbursing Office and that Form 1055 shall be 
transmitted to the State office at the same time. 


Upon receipt of Form 1055 and related documents submitted in 
connection therewith, vrepare an administrative report on 
AD-42 as follows; 


Ae 


bd. 


Prepare AD-42 in quadruplicate (original and three copies) 


After the word "of" insert the name and address of the 
claimant. 


Insert the amount claimed in the space provided therefor. 
This amount shall be determined as follows: 


(1) If the total payment due under the application was 
made by a single check drawn in favor of a deceased 
or incompetent applicant, the amount claimed shall 
be the amount of the returned check. 
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(2) If only the initial payment due under the application 


was issued in favor of a deceased or incompetent 
applicant 


(a) The amount claimed shall be the amount of the 
final payment if the original check was 
negotiated, or, 


(b) The amount claimed shall be the amount of the 
initial payment check plus the amount of the 
final payment if the initial payment check was 
returned to the Disbursing Office. 


If the initial and final payments were issued in favor 
of a deceased or incompetent applicant and eitner or 
both of such checks were returned, the amount claimed 
shall be the amount of the returned check(s). 


Enter following the words "Approved for" the amount which 
is properly allowable to the claimant. If there was no 
error in computing the first payment and if the data on the 
application was correct, tne amount claimed and the amount 


approved will be the same, 


the amount claimed and the amount approved such difference 
shall be entered after the words "Differences explained 
below." In such cases an appropriate explanation shall be 
given outlining the reason for such difference. 


If the initial payment check has been issued and if no 
second payment has yet been made 


(1) 


(2) 


(3) 


Enter after the words "Appropriation Chargeable" the 
5 es 

amount of the second payment less administrative ex- 

penses and the appropriation which is to be charged. 


Enter below the words "Anpropriation chargeable! the 
words "Appropriation Charged", and opposite such words 
enter the amount of the first payment and the appro- 
Priation to whiecneit! waetcharcesd ; 


Forms ACP-13, Revised, and ACP-14 shall be prepared 
in quadruplicate. The original and one copy of each 
of such forms shall be transmitted to the Office of 
Budget and Finance together with AD-42. One copy 
shall be forwarded to the State Accountant and the 
other copy shall be retained in the State office. 
These forms. shall not be sent to the General Account- 
ing Preaudit, Office. 


If all payment checks have been issued, delete the word 
"Chargeable" and insert in lieu thereof the word "Charged." 
Enter the amount of such payments and the appropriation 

to which they were charged. 


If there is a difference betwem 
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Se The remainder of the space on the form shall be used for 
a detailed statement relative to the claim. It is imvortant 
that the opening part of the statement be worded as “follows: 


"According to. the records of _ | State office, 
North Central Division, Agricultural Adjustment Adminis- 
tration", etc. Where the claim is in whole or in part for 
the proceeds of a check that has been issued there must be 
included in the explanation a statement to the effect that 
the check in question was transmitted to the General Account- 
ing Office by the Disbursing Office under date of : 
which date may be secured from the copy of M-66 which was 
received from the Disbursing Office. . 


h. The certifying officer shall initial the original and first 
copy of AD-42 below the words "Director of Finance" and the 
full name and address of the certifying officer shall be 
typed on the first carbon copy of AD-42. 


i. The third copy of AD-42 shall be retained in the State 
office and the original, first, and second copies of AD-42 
together with Form 1055 and documents pertaining thereto 
shall be forwarded to the Office of Budget and Finance, 
Department of Agriculture, Washington, D. C., where AD-42 
will be dated and signed. The original of AD-42, Form 1055, 
and related documents will then be forwarded to the Claims 
Division of the General Accounting Office. The first copy 
will remain in the files of the Office of Budget and Finance 
and the second copy will be returned to the State office. 


j- When the claim has been settled by the General Accounting 
Office, the Office of Budget and Finance and the State 
office will be notified. 


A- Nature of BRéfunds: 


ile 


Refunds should be in the form of 
ae Postal money order. 
Der Wertified: check. 


Ce Cachier"s check. 


Be Examination of refund remittances. 


? 
Qe 


Determine that the remittance is properly dated. 


The written amount on the remittance must agree with 
the amount shown in figures thereon. 


The remittance should be drawn in favor of "Treasurer, 
United States". A remittance drawn payable to "North 


Central Division" or to "Agricultural Adjustment Administra- 
tion", or to "Department of Agriculture" or in a similar 
impersonal manner may (if otherwise negotiable) be accepted 
and endorsed by rubber stemp in the manner hereinafter 
indicated. Checks dram payable to some person other than 

the Treasurer of the United States mst be returned to the 
remitter through the county committee with a letter requesting 
that a new check be submitted, drawn payable to the Treasurer 
of the United States. 


The remittance mist be signed, 
If the remittance is not in negotiable form it must be 


returned to the remitter through the county committee 
accompanied by a letter of explenation. 


CG. ° Period of retention of refund remittances. 


l. 


Refunds shall not be retained in the State office tut shall 
be scheduled immediately and forwarded to the Disbursing 
Office for deposit in the United States Treasury. 


D. Endorsements. 


ae 


The remittances drawn payable to the Treasurer of the United 
States shall be endorsed for purposes of identification by 
means of a rubber stamp reading as follows: 


"Pay to the Order of 
The Treasurer of the United States 
Division of Disbursement, Treasury Department 
North Central Division, AAA, U. S&S, Dept. of Agriculture. 


'! 


State Office 


E. Forms used in connection with refunds. 


abe 


Form ACP-<8. 
a. Preparation of form. 


(1) Prepare an original and two copies of ACP-28 
and one copy of ACP-28A. 


(2) Enter at this time in the spaces provided therefor 


(a) The name of the remitter (the person who 
forwarded thé remittance to the State office) 


(b) The address of the remitter. 


(c) The applicant's name. 


» 


aco ee 
(d) The nature of the remittance (certified check, 


money order, cashier's check, etc.) 


(e) The payee's name (should be "Treasurer, 
United States"). 


(f) State and county code. 
(g) Application serial number. 
(h) The date of remittance. 


(i) The remittance number (this is the number 
on the check or money order). 


(j) The amount of the remittance. 


(k) The receipt number. The receipt number is 
to be assigned to ACP-28 in consecutive order, 
that is, the first ACP-28 covering a refund 
is to be numbered "1" and succeeding Forms 
ACP-e8 are to be numbered in consecutive 
order. 


(3) When Form 1044 has been returned from the 
Disbursing Office, enter on ACP-28 in the space 
provided therefor 
(a) The schedule number of Form 1044, Revised. 
(b) The certificate of deposit number. 

(c) The date of deposit. 
(d) The fund credited. 

(4) When the case is settled enter under the caption, 
"Action Taken" a brief description of the procedure 
followed in connection with the settlement of the 
case. 

b. Disposition of Form ACP~28, 

(1) When the form is prepared 


(a) Mail ACP-28A to the remitter as a receipt 
for his remittance. 


(b) Enter on the other three copies the date 
ACP-e8A was mailed to the remitter and file 
them with the related letter in the 
chronological letter file. 


(2)oWhem thercase has been settled 


re MAO lee 


(a) Attach one copy to the case when it is_ 
‘forwarded to the General Accounting Office. 


(b) Forward oné copy to the accountant. 


(c) File one copy in the State office file. 


©. Form 1944 used as a Schedule of Collections. 


a. Preparation of form. 


(1) 


(2) 


(5) 


(7) 


(8) 


Prepare Form 1044 in octuple (original and 


seven copies). 


Do not enter more than one type of remittance 


' on a set of Forms 1044, that is, do not enter 


money order remittances and certified check 
remittances on the same set of forms. 


Do not list collections to be credited to special 
deposits accounts and collections to be credited 


‘to other accounts on a single set of Forms 1044. 


; LY) 
Do. not list refunds for more than one county on 

a set of Forms 1044. Enter the State and county 
code above the words 'Schedulé of Collections". e 


Enter on the first line in the upper right-hand 

corner the schedule number. Where Form 1644 is used 

as a schedule of collections and the money is 

deposited into the regular appropriation, assign 

No. 1 to the first set of forms and assign con- 

secutive numbers to each succeeding set of such 

forms. Where Form 1044 is used as a schedule of 
collections and the money is deposited in the 

special deposit account, assign No. 2001 to the 

first set of forms and assign consecutive numbers 

to each succeeding set of such forms. (Gare shall ( 
be exercised to see that separate series of schedule 
numbers are used when Form 1044 is used as a {4 
schedule of canceled checks and when such form is { 
used as a-schedule of collections. 


Enter in the space immediately above the words "De- 
partment or Establishment" the word tAcriculture'™. 


Enter in the space above the words "Bureau or 
Office" the letters "A.A.A." and the name of the 


State office. 


Enter immediately following the words "Received 
by" the name "G. F. Allen'-; enter over the word 
"Title" the words "Chief Disbursing Officer"; 
and enter immediately above the word "Station" 
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FA 


(9) 


(15) 


(16) 


See ae 


the city and State where the Regional Disbursing 
Office is located. 


Enter immediately following the word "Period" 
and above the words "Month.or quarter ended" the 


“month during which it is anticipated that the 


Disbursing Office will handle the form. 


Enter the Disbursing Office symbol number in the 
space provided therefor. This number may be 
obtained from the Disbursing Office. 


Enter in the first column under the caption "Date 
Received", the date of receipt of the remittance. 


Enter in the second column under the caption 
"Receipt No." the receipt number shown on the 
third line at the right-hand side of ACP-28. 


Enter in the third column under the caption 

"Name of Remitter! the name of the applicant 

who is to receive credit for the remittance. 
Fnter under the name of the applicant the type 

of remittance, such as, "money order", "certified 
check", etc., and if the remittance has been made 
by check enter the name of the bank upon which 
such check was dram. 


Enter in the fourth column a brief description 
of the reason why the refund was made, such as 
"Overpayment", "Duplicate Payment", "Payee not 
Entitled", etc. Enter in this column the number 
of the check by which the overpayment was made 
and the Disbursing Office voucher number of the 
schedule form an which such check was listed. 


Enter in the fifth column the amount of the 
remittance. 


Enter in the last column the symbol and title 
of the appropriation which is to be credited. 


(a) In the event a refund is received and some 
doubt exists as to the reason for the refund 
or as to whether it is for the correct amount, 
the refund shall be credited to a special 
deposit account, the number and title of which 
will be furnished by the Regional Disbursing 
Officer. 


(b) In cases where it is evident that the refund 


has been made in connection with an agricultural 


conservation payment and is for the correct 
amount due the entry in the last column shall 
be '126/72215(21)2 C&UALRUSDA". 
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(17) Enter the total for all amounts shown in the fifth 
column in the space provided therefor. 


(18) Enter immediately following the word "Forwarded" 
in the lower right-hand corner of the form the 
date such form is forwarded to the Disbursing 
Office. The certifying officer shall sign on 
the néxt line following the word "py" and enter 
his title in the next line following the word 
Ntitle!. The name and title of the certifying 
officer shall be typed on all copies. 


(19) Make no entries in the lower left-hand corner of 
the form as this space is reserved for the use of 
the Disbursing Office. 


(20) When a copy of Form 1044 is returned by the 
Disbursing Office, enter on all the copies 
in the pending file the certificate of deposit 
number and other data entered by the Disbursing 
Office in the lower left-hand corner of the 
receipted copy. 


Distribution of form. 


(1) The original and three copies of Form 1044 shall 
be transmitted to the Disbursing Office together 
with the remittance (money order, certified check, 
she hs. 


(2) One copy shall be forwarded to the Bookkeeping 
and Warrants Section, Treasury Department, 
Washington, D. C. 


(3) One copy shall be forwarded to the Accounting 
and Bookkeeping Division, General Accounting 
office, Washington, D. C. 


- (4) The other two copies shall be retained in a 
pending file until the receipted copy is returned 
from the Disbursing Office with the certificate 
of deposit number indicated thereon. When this 
data has been inserted on the two copies in the 
pending file, forward 


(a) One copy to the Office of Budget and Finance, 
Department of Agriculture, Washington, D. C. 


(bv) One copy to the State accountant. 
(c) Retain one copy in the State office file. 


Refunds sent directly to Disbursing Office and not to 
State office. 


7] 
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3. 


De 


(1) 


BG 


Where the county. committee or an applicant 
transmits a refund to the Disbursing Office 
instead of. to the State offiee the Disbursing 
Office will prepare Form 1044 (Schedule of Col- 
lections) and credit the fund to the "Special 
deposit account', A copy of Form 1044 will 

be transmitted to the State office with a notation 
thereon to the effect that such form was prepared 
jin the Disbursing Office. Upon receipt of Form 
1044 prepare three additional copies and distribute 
them as follows: 


(a) One copy to the necord end Accounts Section, 
Agricultural adjustment Administration, 
es ite Di Gr 


(bd) One copy to the Office of Budget and Finance, 


Department of Agriculture, Wasnington, D. C. 


(ce) One copy to, the accountant. 


(d) One copy for the State office files. 


ACP-24 ~ (Devdit Voucher for Uncollectible Check Re turned) 


a, Purpose. 


(1) 


(1) 


If it develops that a remittance was not honored 
when presented for payment, the Disbursing Oriies 
will return the dishonvred remittance to the 
State office, together with two copies of Form 
1044 captioned "Schedule of Uncollectible Checks”. 
Sign one copy of Form 1044 and return it to the 
Disoursing Office as a receipt for the returned 
remittance, Return the uncollectible check to the 
remitter and take immediate steps to secure a 
remittance which will be honored when presented 
for payment. When such remittance is received, 
schedule it in accordance with the procedure set 
fortawins..87ue, supra, and in addition, insery 
on Form 1044 a notation indicating that the 
remittance presents the recovery of the amount 

of the uncollectible remittance previously 
scheduled on Form 1044 — Schedule of Collections, 
Sscnedule No. . File the Form 1044 entitled 
"Schedule of Uncollectible Checks" together with 
the Form 1044 entitled, "Scnedule of Collections! 
on which the uncollectible check was scheduled. 


Preparation of form, 


Prepare ACP-24 in quadruplicate (original and 


three copies). 


(4) 


hee 


(9) 
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Enter in the upper right-hand corner after the 
word "No.", the schedule number which is 
assigned to such form. Schedule numbers shall 
be assigned in consecutive order veginning 
with number one, 


Enter in the upper right-hend corner after the 


“word "Date! the date the form is prepared. 


after the word "To;" insert on each copy of the 
form the name of the person or unit to whom such 


copy is to be forwarded. a copy of such form 


shall be forwarded to the following: 


(a) The State accountant. 


' (6) The office of Budget and Finance, Department 


of Aericulture. 


(c) The Records and Accounts Section, Agricultural 
Adjustment administration. 


(a) State, Ortigeeis la, 


After the word "From" enter the name of the State 
office and between the words "Office" and "Division! 


enter the words "North Central". 


Describe the uncollectible check in the spaces 
provided therefor. - Space is provided on the form 
for the description of two uncollectible ehecks. 
All uncollectible checks which were originally 
scheduled on any one Form 1044 mist be listed on 
the same ACP-24. Consequently, if there were more 
than two uncollectible checks scheduled on one set 
of Forms 1044, the description of such checks shall 
be shown on the reverse side of ACP-24. 


Enter after the words "Schedule No." the schedule 
number of Form 1044 upon whicn such checks were 
originally scheduled and enter after the word "Dated" 
the date of tne original Form 1044, 


Hnter after the word "Symbol" the number of the 
appropriation or account originally credited with the 
amount of the uncollectible checks listed on aCP—24. 
Enter after the word "amount" the total amount of the 
checks credited to such appropriation, The 
appropriation or account number will be either 
126/72215(21)2 or the symbol number of the special 
deposit account which will be furnished by the 
Disbursing Office. 


Enter efter the word "From" the total amount 
scheduled on the original Schedule of Collections, 


Tey a 


Form 1044, and enter after the word "To" the 
difference between the amount originally scheduled 
on Form 1044 and the amount of the uncollectible 
checks, listed on ACP-~24, 


(10) After ACP-24 has been completed it shall oe signed 
by the certifying officer and distributed as provided 
in subparagraph (4), supra. 


4, Form 1045 -—- Summary of Collections. 


oe 


Preparation of form, 


(1) The Disoursing Office at the close of each month 
will prepare Form 1045 in septuple (original and 
six copies) and will transmit the original and five 
copies to the State office. 


(2) The form should be checked against the Forms 1044 
whica were prepared during the month and if found 
to be correct, shall be signed by the certifying 
officer and distributed as follows; 


(a) The original and one copy to be returned to the 
Disoursing Office. 


(b) One copy to the State accountant, 


(c) One copy to the Records ané@ Accounts Section, 
Agricultural adjustment Administration. 


(d) One copy of the Office of Budget and Finance, 
Department of Agriculture, 


(e) One copy to State office files. 


o. Form 1046 - Scnedule of Transfers -~ Special Deposit. 


ae 


Purpose, 


Form 1040 shall be used to transfer funds from the 
special deposit account to the regular agricultural 
conservation appropriation (120/72215(21)2). It will 
not be necessary to use Form 1046, if, when the refund 
was received and scheduled, it was deposited in the 
regular appropriation account rather than tne special 
deposit account. 


Preparation of Form. 


(1) Prepare Form 1046 in o¢tuple (original and seven 
copies) 


(2) Enter the schedule number in the upper right-hand 
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corner of the’ form in the space provided therefor. 


Sach schedule numbers shall be assigned consecutively 


| beginning with NOs) is 


(6) 


oie’ 


(8) 


(9) 


Enter over the words "Department or Establishment" 
"Department of Agriculture". 


Enter over the words “Bureau or Office" the letters 
tA, A.A." and the name of the State office, e.g. 
ANION Ss OREO ‘Stave Unt tC. 


Enter following the words "Made by", "G. F. Allen" 
and over the word "Title", "Disbursing Officer", and 
over the word "Station! the d ty and State where the 
Regional Disbursing Office is located. 


Enter following the word "Period" the month in 
which it is anticipated that the Disbursing Office 
will effect the transfer of funds. Usually, this 
will be the month in which the form is prepared. 


Enter after "Disbursing Office Symbol No." the 
symbol number of the Regional Disbursing Office. 


Enter in columns (1), (2), (3), and (4) of Form 1046 
the data shown in the corresponding columns of Form 


1044, Schedule of Collections, upon which such refund 


was previously scheduled for special deposit. 


Enter in the column headed "Amount to be Transferred 
to Regular Account" the following: 


(a) If the amount scheduled on Form 1044 is not more 
than 25 cents in excess of that due from the 


remitter, enter the amount scheduled on Form 1044, 


(b) If the amount scheduled on Form 1044 is more than 


25 cents in excess of that due from the remitter, 
enter the amount due from the remitter. 


(c) If the amount scheduled on Form 1044 is less than 


that due from the remitter by more than 5 cents, 
enter the amount shown on Form 1044 and request 


the remitter to make an additional refund to cover 


the balance due. 


Enter in the column headed "Fund to Be Credited, etc." 
the symbol and title of the agricultural conservation 


appropriation, 126/72215(21)2 C&UALRUSDA. 


The certifying officer shall sign in the space 
provided for his signature in the lower right-hand 
corner of the form. 


Ce 
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Distribution: of form. 


(1) 


(2) 


The original and three copies of Form 1046 shall be 
transmitted to the Disbursing Office. 


One copy shall be forwarded to the Bookkeeping and 
Warrants Section, Treasury Department, Washington, D.C. 


One copy shall be forwarded to the Accounting and 
Bookkeeping Division, General Accounting Office, 
Washington, D.C. 


The other two copies shall be retained in a pending 
file until the receipted copy is returned from the 
Disbursing Office with the certificate of deposit 
number indicated thereon. When this data has been 
inserted on the two copies in the pending file, forward 


(a) One copy to the Office of Budget and Finance, 
Depts of Agriculture, Washington, D. C. 


(b) One copy to the Accountant. 


(c) Retain one copy in the State office files. 


Forms 1047 and 1048 -~ Public Voucher for Refunds. 


Ge 
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Purpose. 


(1) 


Forms 1047 and 1048 are used to authorize the Disbursing 
Office to reimburse an applicant when the applicant 
has made a refund in excess of that due. 


Example: The following is a typical example case in which 
it will be necessary to use Form 1047 and Form 1048. John 


Doe 


$30. 


makes a refund in the amount of $50.00 but owes only 
OO and for that reason it becomes necessary to 


reimburse him in the amount of $20.00 


Preparation of form. 


(1) 


(2) 


(3) 


Prepare Form 1047 in triplicate (original on Form 
1047 and two copies on Form 1048). 


Assign serial numbers to Form 1047 in consecutive 
order beginning with No. 1. Enter in the space 
provided therefor, the assigned serial number pre- 
ceded by the State and county code; for example, 
33-L2-1, 


Enter the Disbursing Office voucher number in the 
space provided therefor in the wpper right-hand corner 
of the form. 


(4) 
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Enter after "United States" the words "Department 
of Agriculture, Agricultural Adjustment Administration, 
othe State OLfioe™, 


Enter after the word "Location" the name of the city 
and State where the State office is located. 


Enter after the words "Appropriation or Fund" 
the words "Special Deposit" and enter the symbol 
number of the special deposit account. 


Enter after the word "To" the name of the payee. 


After the word "Address" enter the words "In Care of" 
and enter: the name and address of the treasurer of 
the county agricultural conservation association. 


After the word "on" enter the words "Schedule of 
Collections No." and the number of the Form 1044 upon 
which the refund was scheduled for special deposit, 
and enter the date scheduled. 


After the word "for" enter the information appearing 
in the fourth column of Form 1044 upon which the 
refund was scheduled. 


Using the example case: 
(a) Enter $50.00 after the words "Amount of Deposit” 


(b) Enter $30.00 after the words "Applied as explained 
in remarks below". 


(c) Enter $20.00 after the words "Balance authorized 
to be refunded." 


(d) Under "Remarks", éxplain fully the reason for 
returning the $20.00 to the payee and the dis- 
position made of the balance of the refund. 


(e) Enter the date the form is prepared in the lower 
left-hand corner. 


(f) The certifying officer shall sign the form and 
affix his title in the space provided therefor. 
The name and title of the certifying officer shall 
be typed on the carbon copies. 


(g) Do not make any entries below the double line. 


Distribution of Forms 1047 and 1048, 


i 


a 
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(1) Form 1047 and one copy of Form 1048 shall be forwarded 
to the Disbursing Office (not through the General 
Accounting Preaudit Office). 


(2) The remaining copy of Form 1048 shall be retained in 
the State office files. 


7e Form 1064 - Schedule of Disbursements. 


a Purpose. Form 1064 shall be used to schedule Forms 1047 
and 1048 in the same manner that ACP-22 is used to schedule 
Forms ACP-13, 


b. Preparation of forn. 


(1) Form 1064 shall be prepared in quintuple (original 
and four copies) in the same manner that ACP-22 is 
prepared, except 


(a) In the column headed "Symbol of Appropriation 
or Fund" enter the words "Special Deposits" 


and the symbol number of the special deposit 
account. 


(b) A separate series of bureau schedule numbers 
shall be assigned to Forms 1064. 


Cc. Distribution, 


(1) Forward the original and three copies to the Disbursing 
Office. 


(2) Retain the fourth copy in the State office files. 


(3) The Disbursing Office will return one copy which 
shall be filod in the State office. 


XI. NOTATION To BE ENTERED oN ACP-13B WHERE ADJUSTMENTS ARE INVOLVED. 
aa 2 DR NIH RED ON ACP~" Saree An LN VOLVED 


A. 


Flagging ACP-13B. 


When information is received indicating that it will be 
necessary to make an adjustment in connection with an application 
under which the initial payment has been made, enter on ACP-13B 
immediately to the left of the serial number of the application 
affected by the adjustment the symbol "Adj.". This notation shall 
be made on both the General Accounting Office and Disbursing Office 
Copies of ACP-13B which are on file in the State office. 


Scheduling final payment. 


For those cases in connection with which an initial payment 
has been made schedule final payments as follows: 


aa COM 


The applications listed on ACP-13B, the serial numbers of 
which are not prefixed by the symbol "Adj." will be scheduled 
for final payment in accordance with the regular procedure. 


The applications listed on ACP-13B, the serial numbers of 

which are prefixed by the symbol "Adj." shall be handled by 

the Adjustment Subunit of the Application Clearance Unit. 

In: such cases the final payment and the adjustment payment will 
be approved at the same time and forwarded to the Payment 
Schedule Unit for preparation of schedule forms. When an ad- 
justment case has been settled and scheduled, a check mark (vy ) 
will be entered by a designated clerk in the Payment Schedule ; 
Unit to the right of -the serial number on the General Accounting 
Office copy of ACP-13B. If it is found that no adjustment will 
be made in connection with an application, the serial of which 
has been prefixed by the symbol "Adj.", remove the symbol 
"Adj." unless final payments have been scheduled for:the other 
cases appearing on such ACP-13B. If final payments have 
already been scheduled with respect to such other cases, 

notify the Payment Schedule Unit by memorandum that no 
adjustment is necessary in connection with the case which 

has been marked "Adj." and request that the final payment 

be scheduled immediately. 
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NCR-20, Revised Issued March 4, 1937. 


UNITED STATES DEPARTMENT GF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART VIIb - APPLICATION CLEARANCE UNIT 
(Operation No. 7b) 
Procedure for Making Setoffs Against Agricultural 
Conservation Payments for Indebtedness to 
United States. 


(Pursuant to the Decision of the Comptroller 
General A-51623, issued March 1, 1937) 


All cases involving setoffs shall be handled by the special 
subunit in the Application Clearance Unit charged with the responsibility 
for handling cases involving returned checks, refunds, claims, adjust— 
ments, and other related matters. 


I. DEFINITIONS, 


As used in these instructions, the following terms shall have the 
following meanings: 


APPLICANT means a person who submitted an application for payment. 


COMPTROLLER means the Comptroller of the Agricultural Adjustment 
Administration, Washington, D. Cc. 


DEBTOR means a person who is indebted to the United States 
Government by virtue of an overpayment under a commodity contract 
or an unpaid loan obtained from the Farm Credit Administration 
or other Government lending agency unéer its supervision. 


INDEBTED TO THE AGRICULTURAL ADJUSTMENT ADMINISTRATION means 
indebted to the United States Government by virtue of an 
Overpayment under a commodity contract entered into pursuant 
to the Agricultural Adjustment Act. 


INDEBTED TO: THE FARM CREDIT ADMINISTRATION means indebted to 
the United States Government by virtue of an unpaid loan 
obtained from the Farm Credit Administration or other Government 
lending agency under its supervision. 


REFUND LIST means the list which is submitted to each State office 
showing the names of persons who are indebted to the United 
States Government. 


ACP-13 means ACP-13, Revised, entitled, "Public Voucher for 
Agricultural Conservation Payments". 
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ACP-25 means Form ACP-25, entitled, "Voucher for Agricultural 
Conservation Payments - Subject to Deductions for Claimant's 
indebtedness''. This form is used to schedule payments in 

favor of persons who are indebted to the Farm Credit Administra- 
tion. 


ACP-26 means Form ACP-26, entitled, ‘Receipt in Lieu of Form 

NCR-17, Application for Payment, and Related Documents, Agri- 

cultural Conservation Program". This form is submitted to the 

Disbursing Office in lieu of NCR-17 in cases where more than y 
one applicant has executed the same application and one or 

more of such applicants are indebted to the Farm Credit 

Admini stration. Fi 


ACP-27 means Form ACP-27, entitled, "Facing Sheet for Form NCR-17, 
Application for Payment, and Related Documents, Agricultural 
Conservation Program". This form is used in conjunction with 
AUP-26. 


ACP-30 means Form ACP-30, entitled, "Notice of Indebtedness to 
the Agricultural Adjustment Administration". This form is used 
to determine from the Comptroller the exact amount of the appli- 
cant's indebtedness and to determine the appropriation which is 
to be credited when the setoff has been effected. 


Form 1096 means Standard Form No. 1096, entitled, "Schedule of 

Voucher Deductions". This form is used to schedule all amounts 
Que the Agricultural Adjustment Administration which mve been 

set off by means of checks authorized in favor of the Treasurer 
of the United States. 


APPLICANT INDEBTED TO AGRICULTURAL ADJUSTMENT ADMINISTRATION. 


A. If it is determined that an applicant is the same person 
as the one whose name appears on the refund list and the 
code on the refund list opposite the name of such person 
shows that he is indebted to the Agricultural Adjustment » 
Administration, proceed as follows: 


lL. Form AGp-30. 
a. SFMT pose. 

This form shall be used to provide the State 
office with the exact amount of the applicant's 
indebtedness and the appropriation(s) to which the 
amount set off shall be credited. 


b. Preparation of ACP~30. 


(1) Prepare Part I of ACP-30 in quadruplicate 
(original and three copies). 


(2) Enter in the blank space after the word "issued" 
and over the word "date! the date on which the 


(3) 


(4) 


(6) 


(7) 


(8) 
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current refund list vas received in the State 
office. : 


Enter in the blank space on the next line over 
the words "name of person", the debtor's name. 


Enter in the next line in the blank space 
following the dollar mark ($), the amount of 
the indebtedness shown on the current refund 
list. 


Enter in the next line in the space over the 
words "name of", etc., the type of contract, 
such as, 1934 cotton, 1935 Com-hog, etc., and 
enter the State and county code and serial 
number of such contract. 


Enter in the next blank space following the 

dollar mark ($), the amount of payment which 
would have been paid to the applicant under 

the Agricultural Conservation Program if he 

were not indebted to the United States. 


Indicate in the space provided for remarks, all 
adcitional information which may be deemed 
necessary, such as, "Amount of indebtedness 
unknown", "debtor's name not shown on refund 
list", or "indebtedness due under several 
contracts". (If a refund is due under more than 
one contract, identify such contracts by State 
anc county code and serial number.) 


The certifying officer shall Sign the original 
of ACP-30 in Part I in the space provided for 
his signature and shall enter the date the form 
is prepared and the address of the State office. 
The name of the certifying officer, the date, 
and the address of the State office shall be 
typed on all copies. 


Gc. Distripution of ACP=30% 


Transmit the original and two copies to the 


Comptroller. File the remaining copy in a chronological 
file awaiting the return of the original from the 
Comptroller. 


ee = 
The Comptroller will determine whether the debtor is 
still indebted to the United States. If he determines 
that the debtor is no longer indebted to the United 
States, paragraph 1 of Part II of ACP-20 will be 
Geleted. However, if the indebtedness has not been 
liquidated, the Comptroller will indicate in paragraph 1 
thereof 


am A on 
(1) The exact amount of the indebtedness, 
(2) The appropriation to be credited, 


(3) The name of the disbursing officer who issued the 
overpayment, 


(4) The disbursing office voucher number, and 


(5) All other information which is deemed essential 
to effect) final dispositionver the ease. For 
example: If more than one appropriation is to 
be credited, the Comptroller will indicate the 
title and symbol of each such appropriation and 
the amount which shall be credited to each. 


The Comptroller will return the original of 
ACP-30 to the State office-and will file the 
other copies. 


d. Completion of ACP-30. 


(1) Upon receipt of the original of ACP-30 from 
the Comptroller, 


(a) Enter in the upper right-hand corner of the 
original and copy of such form the serial 
number of the application thich was submitted 
by the debtor. 


(b) Enter on the application beneath the space 
provided for the Certification of the ad— 
ministrative officer and on the copy of the 
computation form, the words "See attached 
Form ACP-3o". 


(c) Attach the original of ACP-30 to the applica 
tion and the copy thereof to the copy of the 
computation form. 


2. Preparation of Forms ACP-13, ACP-14, and ACp-22. 


a. Prepare ACP-13 as set forth in NCR-20, Revised, Part VI, 
except as provided herein, 


(1) Prepare ACP-13 in octuple (original and seven 
copies) and type on the extra copy the words 
"For Comptroller, AAA", 


(2) The amount to be entered in column (c) opposite 
the name of the debtor shall be the amount for 
which the check is to be drawn in favor of the 
debtor (the net payment due under the debtor's 


aR & 


application less the amount of indebtedness). 
If the amount of the indebtedness exceeds the 
net payment due the debtor, the debtor's 
name snall not be scheduled on ACP-13. 


(3) On the line below that on which the debtor's name 
Lea ae Ged: 


(a) Enter in column (a) the serial number of the 
debtor's application. 


(b) Enter in column (b) the wrds "Treasurer, 
United States", and immediately following such 
words, enter the symbol and title of the 
appropriation which is to be credited, This 
information shall be obtained from Part II 
of ACP-30. Folloving the designation of 
the appropriation, enter in parenthesis the 
Cebtor's name. In the event more than one 
appropriation is to be credited, make a 
separate entry for each such appropriation. 


(c) Enter’ in column (c) the amount of the 
indebtedness which is being deducted from 
the debtor's payment. 


(a) Indicate in column (d) the schedule number 
of Form 1096 upon which the deduction is being 
scheduled. 


(4) Payments in favor of applicants not indebted shall 
be scheduled in’ the regular manner. 


(5) The totals for ACP-13 shall include the amount 
scheduled in favor of the Treasurer of the United 
States, as well as the amounts in favor of the 
debtor(s) and other applicants, 


Prepare ACP-14 as set forth in NOR-20, Revised, Part VI, 
except as set forth herein. 


(1) After the words "et al," following the name of the 
first payee, enter " payees" and insert the 
total number of payees covered by ACP-14. In 
determining the total number of payees the 
Treasurer of the United States shall be counted 
as one payee even though more than one setoff has 
been scheduled on a set of Forms ACF-13, If only 
one application is listed on ACP-13 and the 
applicant's indebtedness is in excess of the net: 
payment due, center the name of the debtor, but 
do not use the phrase "et al." after the debtor's 
name. Immediately following the debtor's name, 
make the following notation: "Check to be drawn 
ta the Treasurer of the United States, account 


(2) 


-, B: ~. 
of indebtedness to United States". 


In the blank space in the lower left-hand part 

of ACP-14 opposite the space for the signature 

of the certifying officer, enter "applicants 

", and insert the total amount approved 
for all applicants listed on the related set of 
Forms ACP-13. Immediately beneath such entry, 
enter "Treasurer, United States, $ t and 
insert in the blank space the total amount 
approved in favor of the Treasurer of the United 
States. Immediately beneath such entries, enter 
the sum of these two amounts. This sum must equal 
the amount entered in the certification on ACP-14. 


c. Prepare ACP-22 as set forth in NCR-20, Revised, Part VI. 


3. Form 1096. 


aryl ireose.. 


Form 1096 shall be used to authorize the disbursing 


office to issue a check in favor of the Treasurer of 
the United States for the amount of any setoff and will 
indicate the proper appropriation which is to be credited. 


Do Preparation ofelorm 10aGe 


(1) 


(2) 


(3) 


(4) 


(5) 


(6) 


Prepare a set of Forms 1096 in decuple (original 
and nine copiés) for each set of Forms ACP-22 
which cover vouchers on which payments are 
scheduled in favor of the Treasurer of the 
United States. 


Enter in the first line in the upper right-hand 
corner the schedule number. Assign No. 1 to 

the first set of forms and assign consecutive numbers 
to each succeeding set of forms until the end of 

the fiscal year. If more than one sneet of such 

form is used, number such sheets consecutively, 
beginning with No, l. 


Enter in the third line in the upper right-hand 
corner over the word "date! the date the form is 
prepared. 


Enter over the words "Department or Establishment" 
the word "Agriculture". 


Enter over the words "Bureau or Office!'l, the letters 
"WAV ASA, and the namelofiithe State office. 


Enter after the words "Made by" and over the word 
"name" the name "G. F, Allen"; enter over the word 


gs 


(7) 


(8) 


(2) 


(10) 


(11) 


(12) 


(13) 


wos 


(15) 


(16) 


be 7, ee 


"Title" the words "Chief Disbursing Officer"; 
and enter above the word "Station", the city and 
State where the Regional Disbursing Office is 
located. 


Enter immediately following the word "Period" and 
above the words "Month or Quarter Ending", the 
month during which it is anticipated that the 
Disbursing Office will handle the form. 


Enter the Disbursing Office symbol number in the 
Space provided therefor. This number may be ob- 
tained from the Disbursing Office. 


Make no entry in the column headed "D.0. Voucher 
Number". 


Enter in the column headed "Bureau or Office Voucher 
Number" the administrative number(s) of Form(s) 
ACP-14 on which setoffs are scheduled. 


Enter in the column headed "Appropriation and/or 
Fund to be Credited", the symbol and title of the 
appropriation to be credited, followed by the name 
of the debtor in parenthesis. 


Enter in the column headed "Amount of Deduction", the 
amount of the setoff to be credited to the appropria- 
tion appearing on the same line in the preceding 
column. 


Enter in the column headed "Remarks" the name of 
the Disbursing Officer and the Disbursing Office 
voucher number(s) under which the overpayment was 
made. Such information shall be taken from Part II 
of ACP-3O. 


Enter the total of the items listed in the column 
headed "Amount of Deduction" in the Space provided 
therefor. 


The original shall be sigmed by the certifying 
officer and his name shall be typed on all copies. 


Make no entries below the signature of the certifying 
officer. 


Distribution of Form. 


(1) 


(2) 


Transmit the original and four copies of Form 1096 

together with the usual number of copies of ACP-13, 
ACP-14, ACP-22, the applications, and other related 
forms to the General Accounting Preaudit Office. 


Upon the return of a copy of ACP-13 from the 


(3) 


(4) 


Oe oe 


General Accounting Preaudit Office, transmit one 
copy of Form 1096 to the following: 


(a) Accounting and Bookkeeping Division, 
General Accounting Office. 


(b) Division of Bookkeeping and Warrants, Treasury 
Department. 


Upon the return of a copy of Form 1096 from the 
Regional Disbursing Office, bearing the information 
relative to check numbers, dates, and amounts, enter 
such information on the remaining three copies and 
transmit one copy of Form 1096 to the following: 


(a) Office of Budget and Finance, Department of 
Agriculture. 


(b) Office of the Comptroller, Agricultural 
Adjustment Administration (attach Comptroller's 
copies of related Forms ACP-13). 


(c) State Accountant (the copy returned from the 
Regional Disbursning Office). 


(d) State office files, 


The Regional Disbursing Office will transmit one 


copy of Form 1096 to the Records and Accounts 
Section, Agricultural Adjustment Administration. 


III. APPLICANT INDEBTED TO THE FARM CREDIT ADMINISTRATION OR COMMODITY 
CREDIT CORPORATION. 


A. 


If it is determined that an applicant is the same person as 

the one whose name appears on the refund list and the code on the 
refund list opposite the name of such person shows that he is 
indebted to the Farm Credit Administration or the Commodity 
Credit Corporation, proceed as follows: 


une 


Le 


Approve the application in the usual manner. 

Prepare in accordance with the procedure outlined in 
NCR-20, Revised, Part VI, Forms ACP-13, ACP-14, and ACP—22 
for applicants not indebted, if any, who joined with the 
debtor in executing the application. 


Form ACP-25. 


Purpose 


ACP-25 is used to schedule payments in favor of 


persons who are indebted to the Farm Credit Administra-— 
tion. 


Ds 


Preparation of Forn. 


(1) 


(2) 


(5) 


(6) 


(7) 


(8) 


(9) 


(10) 


(11) 


(12) 


(13) 


Prepare ACP-25 in quintuple (original on ACP-25 
and four copies on ACP-25a) 


Enter in the upper right-hand corner in the blank 
space following the words "Bureau Voucher Number", 
the administrative number. This number will be the 
State and county code followed by the block number. 


Enter in the blank space following the word 'Name', 
the name of the debtor. 


Enter in the blank space following the word "Office! 
the letters "A.A.A.'' followed by the name of the 
State office. 


Enter in the space following the word "Address" the 
address of the debtor, complete as to street and 
box number. 


Enter in the space following the words "Prepared 
at", the address of the State office. 


Enter on the next line in the blank spaces over the 
words "State", "County", "Application Serial Number", 
the State and county code and serial number of the 
debtor's application. 


Enter in column 1, entitled, "Gross Amount" the 
gross amount of the payment computed for the debtor. 


Enter in column 2, entitled, "Deduction ~- County 
Association Expense", the percentage of such deduc- 
tion, and the amount to be deducted for 
administrative expenses. 


Enter in column 3, entitled, "Net Amount to 
Claimant (Subject to Deduction)", the net amount 
due the debtor after deduction of administrative 
expenses. 


Make no entries in the remaining columns. 


The original shall be signed by the certifying 
officer who shall affix his title in the space 
provided therefor and insert the date on which 
the form was certified. The name of the certify- 
ing officer, his title, and the date certified 
shall be typed on all copies. 


Make no entries beneath the certification of the 
certifying officer. 


ap aes 


c. Distribution of Porm. 


(1) 


(4) 


Transmit the original and two copies of ACP-25 
to the General Accounting Preaudit Office. 


Transmit one copy of ACP-25 to the State accountant. 


File the remaining copy in the State office, 
alphabetically in State and county order. 


The General Accounting Preaudit Office will return 
an approved copy of ACP-25 which shall be filed 
with the copy in the State office files. 


4. Forms ACP-26 and ACP-27. 


Ae Purpose, 


Where an NCR-17 was executed jointly by a 


person indebted to the Farm Credit Administration 
and by one or more persons not indebted, ACP-26 
shall be prepared in the State office to accompany 
Forms ACP-13, ACP-14, and ACP-22 (prepared for 
applicants not indebted) to the Regional Disbursing 
Office in lieu of NCR-17. In such cases, ACP-—27 
will be prepared to accompany ACP-25 and NCR-17 

to the Comptroller. 


b. Preparation of Forms. 


(6) 


(7) 


Prepare ACP-26 in triplicate (original and two 
copies). 


Make no entry in the space provided for the 
D.O. voucher number. 


Enter in the space provided for the bureau voucher 
number, the bureau voucher number shown on the 
related ACP-25. 


Enter on the next line in the space provided therefor, 
the State and county. code and the serial number of 
the NCR-17 for which this form is prepared. 


Enter on the next line in the space following the 
word "Form" and before the word "Application" the 
designation "NCR-17". 


Enter in the space above the word "Station" the 
name of the city and State in which the General 
Accounting Preaudit Office is located. 


Enter in the space above the words "Name of Debtor- 
Payee'!, the name of the debtor. 


(13) 


(14) 


(15) 


(16) 


CL 


(18) 


— _ - 


Enter in the space after the words "Application of 
" the net amount due the debtor as shown in 
column (q) of NOR-17. 


Enter in the following spaces the names of other 
applicants appearing on NCR-17 executed by the 
debtor and enter opposite the name of such appli- 
cants in the space provided therefor, the net 
amount of payment due such applicants as shown in 
column (q) of NCR-17. 


Prepare ACP-27 in triplicate (original and two 
copies). 


Make no entry in the space provided for the D.0. 
Voucher Number. 


Enter in the space provided for the bureau voucher 
number, the bureau voucher number shown on the 
related ACP-25. 


Enter on the next line in the space following the 
word "Form!!! and before the word "Application", the 
designation "NCR-17". 


Enter in the space following the words "Symbol No.", 
the D.O. Symbol Number; enter over the words 
"Location of Station", the city and State where the 
Regional Disbursing Office is located, and enter 
over the words "Month and Year of Account", the 
name of the month which appears on the voucher 
(ACP-13) from which NCR-17 was withdrawn. 


Enter in the space over the words "Name of Debtor- 
Payee'l, the name of the debtor. 


Enter in the space following the words "Application 
of $ " the amount of the net payment due the 
debtor as shown in column (q) of NCR-17. 


Determine from the coding on the refund list whether 
the debtor is indebted to the Farm Credit Administra- 
tion or the Commodity Credit Corporation, and enter 
the appropriate designation in the space over the 
words "Farm Credit Administration or Commodity 
Credit Corporation", 


Enter in the following space the names of other 
applicants appearing on NCR-17 executed by the 
debtor and enter opposite the names of such 
applicants in the spaces provided therefor, the 
amount of net payment due such applicants, as 
shown in column (q) of NCR-17. These names and 
amounts may be entered on ACP-26 and ACP-27 in 
one operation. 


as 5 ee =, 


(19) Both ACP-26 and ACP-27 will be signed by a 
representative of the General Accounting Preaudit 
Office. The date of cértification will also 
be entered in that office. 


ec. Distribution of ACh-2o and. AGe-cT. 


(1) Transmit the original and one copy of ACP-26 and 
the original and-one copy of ACP-27 together with 
the related Forms ACP-13, ACP-14, ACP-22, and 
ACP-25 to the General Accounting Preaudit Office. 


(2) File one copy of ACP-26 and ACP-27 together with a 
copy of ACP-25 in alphabetical order by State and 
county code. 


(3) One copy of ACP-26 and ACP-27 will be retained in 
the General Accounting Preaudit Office. The General 
Accounting Preaudit Office- will transmit NCR-17, 
the original of ACP-25 and the original of ACP-27, 
if any, and other related documents to the 
Comptroller. The General Accounting Preaudit Office 
will transmit the original of ACP-26 together with 
ACP-13, ACP-14, and ACP-c2 for applicants not 
indebted to the United States to the Regional 
Disbursing Office. 


The Comptroller will prepare AD-42 in quadruplicate 

and transmit the original and all copies together with 

all forms received from the General Accounting Preaudit 
Office to the Office of Budget and Finance. The Office 

of Budget and Finance will retain one copy of AD-42, 
transmit one copy to the State office, one copy to the 
Comptroller, the original and all other forms in connection 
with the settlement, to the Claims Division of the General 
Accounting Office, Washington, D. C. Upon settlement of 
the case by the Claims Division of the General Accounting 
Office, one copy of Form 39a (Certificate of Settlement) 
and three copies of Form 1096 will be transmitted to the 
Office of Budget and Finance. The Office of Budget and 
Finance will forward the copy of Form 39a and two copies 
of Form 1096 to the Comptroller. The Comptroller will 
forward one copy of Form 1096 to the Record and Accounts 
Section, and the other copy of such form, and the copy of 
Form 39a to the State office. 


Final Disposition of Cases Involving Indebtedness to the 
Farm Credit Administration. 


1. Upon receipt of AD-42, such form shall be filed with 
the copies of related Forms ACP-25, and ACP-26 and 
ACP-27 4f anv. 


keyg hee 


<. Upon receipt of Form 39a and Form 1096, make a notation 
on the copy of the computation form and on the State office 
copy of AOP-25 indicating that settlement has been 
made by the General Accounting Office. Appropriate 
reference should be made to the particular Form 39a 
under which settlement was made. 


oe Forward Form 39a and Form 1096 to the State accountant. 
4. Remove ACP-25, and ACP-26 and ACp-27, if any, from the 


alphabetical file and file such forms together, by 
bureau voucher number. 


IV. APPLICANT INDEBTED TO BOTH AGRICULTURAL ADJUSTMENT ADMINISTRATION 
AND FARM CREDIT ADMINISTRATION. 


A. 


If it is determined that an applicant is the same person as 
the one whose name appears on the refund list, and the codes 
on the refund list opposite the name of such person indicates 
that such person is indebted to both the Agricultural 
Adjustment Administration and Farm Credit Administration, 
disregard the procedure set forth in Section II and follow 
the procedure set forth in Section III. 
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NCR-20, Revised 
Issued April 15, 1937; 


“UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ATAETNT STRATTON: 
NORTH CENTRAL DIVISION’ -— 


PART VIIc ~- CLAIMS AND ADJUSTMENT UNIT 
(Operation No. 7c) 


PROCEDURE FOR PREPARATION OF ADMINISTRATIVE REPORTS TO THE 
TREASURY DEPARTMENT IN CONNECTION WITH CHECKS BEARING FORGED 
ENDORSEMENTS ISSUED IN CONNECTION WITH THE AGRICULTURAL CON- 
SERVATION PROGRAM IN THE NORTH CENTRAL REGION. 


The administrative reports described herein shall be prepared in the 
Claims and Adjustment Unit of the Application for Payment Section. 


I. Treasury Department. 


A. Requests for administrative reports - With respect to 
cases involving checks bearing forged endorsements, 
the Treasurer of the United States will prepare a form 
letter requesting information as to whether any reason 
exists as to why the payee whose name appears on such 
check should not receive a check in the amount originally 
certified. Such form letter will be transmitted to the 
appropriate Regional Disbursing Office from whence it will 
be forwarded to the State office wherein the application 
for payment, under which the check was issued, was certified 
for payment. 


tt. ovate Office, 
A. Determimation of facts, 


Upon receipt of a letter in the State office in which 
a request is made for an administrative report in connection 
with a case, determine whether any overpayment exists in the 
account of the payee whose check has been forged or whether 
there is any other reason why settlement should not be made 
to the payee for the amount originally certified. Such determi- 
nation shall be made by: 


1. Checking the name of the payee against the names on the 
latest revised refund list. 


a. Checking the files to determine if any correspondence 
has been received from the county committee to the effect 
that the payee was overpaid, 


3. Examining the file copy of the appropriate computation 
sheets and voucher forms. 


B: 


ue ae 


Preparation and distribution of administrative reports - 

After determining the facts in connection with a case with 
respect to which an. administrative report has been requested, 
prepare a report in accordance with. paragraph lL, 2, or 3 here= 
of, whichever is applicable. 


1. 


If no reason exists why settlement should not be made 

to the payee for the amount originally certified, prepare. 
an undated letter in quadruplicate (original and 3 copies) 
on stationery of the Office of Budget and Finance, Depart= 
ment of Agriculture, addressed to the Treasurer of the 
United States, Accounting Division, Washington, D. C., to 
the effect that no reason exists why settlement should not 
be made. Such letter should be comparable to the sample 
letter attached hereto and marked "Exhibit A". The 
certifying officer shall initial the original and first 
copy beneath the words "Director of Finance" and the 

name and address of the certifying officer shall be 

typed on all copies. The original and the first and 
second copies shall be transmitted to the Office of 
Budget and Finance, Department of Agriculture, Washington, 
D. CO. The third copy and the letter of request from 

the Treasurer of the United States shall be filed in the 
State office. 


Where it is determined that an overpayment exists, 

determine the correct amount due the payee and the reason 
why such overpayment was made. After making such determi- 
nation, prepare an undated letter to the Treasurer of the 
United States in quadruplicate (original and 3 copies) on 


' stationery of the Office of Budget and Finance, Department 


of Agriculture, addressed to the Treasurer of the United 
States, Accounting Division, Washington, D. C., to the 
effect that an overpayment exists. Such letter should 
also contain a request that the Treasurer of the United 
Stetes forwarded the check to the Claims Division, General 
Accounting Office, Washington, D. C,, and should include 


.a statement that an administrative report is being trans- 


mitted to the General Accounting Office. Such letter should 


, be comparable to the sample letter attached hereto and mark~ 


ed "Exhibit BY, The certifying officer shall initial the 
original and first copy beneath the words "Director of 
Finance" and the name and address of the certifying officer 
shall be typed on all copies. Also, prepare Form AD-42 

in quadruplicate (original and 3 copies) in accordance with 
existing procedure. The amount of the check in question 
shall be entered after the words "Amount claimed"; the 
amount of the overpayment after the words "Differences 
explained below" and the correct amount due after the 

words "Approved for", The word "Chargeable" shall be 


deleted and the word "Charged" inserted in lieu thereof 


pan es ; 


and the symbol and title of the oppropriation shall be 
entered immediately to the right thereof. The body of 
Form AD-42 mast contain the following: 


ae Detailed statement relative to the overpayment. 


b. The State and county code and application serial 
number of the application under which the overpayment 
was- made. 


c. The number and date of the check by which the over- 
payment was made and the symbol number of the Regional 
Disbursing Office, 


d. Reference to the fact that the Treasurer of the United 
States is being tequested to transmit the check to the 
General Accounting Office for settlement. 


The certifying officer snall initial the original and 

first copy of AD-42 below the words "Director of Finance" 
and the full name and address of the certifying officer 
shall be typed on all copies. The original and first and 
second copies of the letter to the Treasurer of the United 
States and the original, first and second copies of 

Form AD-42, together with any papers or correspondence 
supporting the correct payment, shall be transmitted to 

the Office of Budget and Finance, Department of Agriculture, 
Washington, D. ©. The letter of request from the Treasurer 
of the United States, a copy of the letter addressed to the 
Treasurer of the United States, and a copy of the Form AD~42 
sholl be filed in the State office. 


If it is determined from an examination of the refund list 

that the payee is indebted to the United States in connection 
with a commodity contract executed with the Secretary of 
Agriculture or in connection with a loan obtained from the 

Farm Credit Administration or Commodity Credit Corporation, 

the State office shall prepare an undated letter in quad- 
ruplicate on stationery of the Office of Budget and Finance, 
Department of Agriculture, addressed to the Treasurer of 

the United States, Accounting Division, Washington, D. C., 

to the effect that the payee is indebted to the United States. 
Such letter should also contain a request that the Treasurer 

of the United States forward the check to the Claims Division 
of the General Accounting Office, and should include a state~ 
ment that an administrative report is being transmitted to the 
General Accounting Office. Such letter should be comparable to 
the example letter attached hereto and marked "Exhibit 0". The 
certifying officer shall initial the original and first copy 
beneath the words "Director of Finance" ond the name and ad- 
dress of the certifying officer shall be typed on all copies. 


ED tt 


The State office shall also prepare Form AD-42 in quintu- 
plicate (original and 4 copies) as set forth in paragraph 
2 hereof except that no entries shall be made after the 
words "Differences explained below" and "Approved for", 
respectively, end in lieu of the statement relative to 
overpayment there must be a statement to the effect that 
the payee has not been overpaid but that due to the fact 
that the payee is indebted to the United States the 
Treasurer of the United States has been requested to trans- 
mit the check to the General Accounting Office. The 
certifying officer shal] initial the original and first 
copy of AD-42 below the words "Director of Finance" and 

the name and address of the certifying officer shall be 
typed on all copies. Transmit the original, first and 
second copies-of the letter addressed to the Treasurer 

of the United States, end the original, first, second, 

‘end third copies of Form AD-42 to the Comptroller of the 
Agricultural Adjustment Administration, Washington, D. C. 
The Comptroller of the Agricultural Adjustment Administra- 
tion will complete the administrative report relative to 
the amount of indebtedness and transmit the case to the 
Office of Budget and Finance. The letter from the Treasurer 
of the United States, a copy of the letter addressed to the 
Treasurer of the United States, and a copy of AD-42 shall 
be filed in the State office. 


F Ye 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


EXHIBIT A 


Treasurer of the United States, 
Accounting Division, 
Wasshington, D. 6. 
Sir: Re; 


In repiy to your letter of ,» wherein 


you advise that payment of check numbered , dated 
fe , in the amaunt of $ _, drawn 
by G. F. Allen, symbol ee ed » payee 


was declined on account of an alleged forged endorsement of the 
payee's name, you are advised as follows: 

An examination of the records relative to the agricultural 
conservation application , executed by this payee, 
discloses the fact that no overpayment exists in the account of this 
payee and there appears no reason why settlement should not be made 
with eee, er the amount ors ; 


provided that such person has not received the proceeds of the check. 


Respectfully, 


Director of Finance. 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


EXHIBIT B_ 


Treasurer of the United States, 
Accounting Division, 
Washington, D. C,. 


pir: Re: 

In reply to your letter of , wherein 
you advise that payment of check numbered , dated 
, in the amount of $ drawn 


by G F. Allen, symbol » payee 


was declined on account of an alleged forged endorsement of the 
payee's name, you are advised as follows: 

An examination of the records relative to the agricultural 
conservation application, , executed by this payee 
discloses the fact that an overpayment exists in the account of 
this payee. It is requested that the above-described check be 
transmitted to the General Accounting Office in order that proper 
settlement may be made. An administrative report, relative to the 
account of this payee, has been prepared by this office and is being 
transmitted to the General Accounting Office. 


Respectfully, 


Director of Finance, 


Sena Gh vein “SER seit, ae 
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UNITED STATES DEPARTMENT oF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


EXHIBIT © 


Treasurer of the United States, 
Accounting Division, 
Washington, D. C. 


Spl Res 
In reply to your letter of mee WAereia) 


you advise that payment of check numbered , dated 


» in the amount of $ , dravm by 


G. F. Allen, symbol » payso 


was declined on account of an alleged forged endorsement of the payee's 
name, you are advised as follows: 

An examination of the records relative to the agricultural 
conservation application, », €xecuted by this payee, 
discloses the fact that the amount stated above is due this payee 
under such application. The records further indicate that this payee 
is reported to be indebted to the United States. 

It is requested that the above-described check be transmitted 
to the General Accounting Office in order that proper settlement may 
be made. An administrative report, relative to the account of this 
payee, has been prepared by this office and is being transmitted to 


the General Accounting Office. 


Respectfully, 


Director of Finance. 
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- UNITED STATES DEPARTMENT oF AGRICULTURE 
<0 BRE OUUNTRA ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION. 

PART VIIc - CLAIMS AND ADJUSTMENT UNIT 


(Operation No. .7c) 
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PROCEDURE FOR PREPARATION OF ADMINISTRATIVE REPORTS TO ee ae 
-- TREASURY DEPARTMENT IN CONNECTION WITH CHECKS BEARING FORGED = ee 
ENDORSEMENTS ISSUED IN CONNECTION WITH THE AGRICULTURAL 


CONSERVATION PROGRAM IN THE NORTH CENTRAL REGION. 


_ ‘The procedure outlined herein supersedes and replaces the 
procedure issued under the same title issued April 15, 1937. 


‘The administrative reports described herein shall be prepared 
in the ene and Adjustment Unit the Application for Payment Section. 


Te Treasury Department. 
| A. Requests for administrative reports.- With respect to 


cases involving checks bearing forged endorsements, 

tthe Treasurer of the United States will prepare a form 
letter requesting information as to whether any reason 
exists as to why the payee whose name appears on such 
check should not receive a check in the amount originally 
certified. Such form letter will be transmitted to the 
appropriate Regional Disbursing Office from whence it 

will be forwarded to the State office wherein the 
application for payment under which the check was issued 
was certified for payment. The cases with respect to 
which reports may be requested are of two types as follows; 
(1) where no payment has been made by the Treasury Depart- 
ment on the alleged forged checks, and (2) where payment is 
made by the Treasury Department before the forgery is dis- 
covered and recovery has been effected from the endorser. 
.It will be possible to determine the type of cases involved 
from the form letter. 


II. State Office. 


Hii bulls A. ‘Determination of facts with respect to cases where no 
ou fs "payment has been made by the Treasury Department. 


1. Upon receipt of a letter in the State office in which 
a request is made for an administrative report in con- 
nection with a case of this kind, determine whether 
any overpayment exists in the account of the payee whose 

. check has been forged or whether there is any other reason 

why settlement. should not be made to the payee for the 
amount originally certified. Such determination shall 
be made by: . 


och Checking ‘the name of the payee against the names on 
the latest revised refund list. 


~~ cu 


b. Checking the files to determine if any correspondence 
has been received from the county committee to the 
effect that the payee was overpaid. 


Cc. Examining the file copy of the appropriate computation 
sheets, and, voucher forms. 


Preparation and distribution of administrative reports — 


After determining the facts in connection with a case with 
respect to which an administrative report has been re-— 
quested, prepare a report in accordance with paragraph a, b; 
or c hereof, whichever is applicable... © 


-a. If no reason exists why settlement should not be made 


to the payee for the amount originally certified, 
“prepare an undated letter in quadruplicate (original 
' “and 3 copies) on stationery of the Office of Budget 
and Finance, Department of Agriculture, addressed to 
the Treasurer of the United States, Accounting Division, 
Washington, D. C., to the effect that no reason exists 
why settlement should not be made. Such letter should 
be comparable to the sample letter attached hereto and 
marked "Exhibit A". The certifying officer shall 
initial the original and first copy beneath the words 
_ "Director of Finance! and the name and address of the 
certifying officer shall be typed on all copies. The 
original and the first. and second copies shall be 
transmitted to the Director of the North Central Divi- 
sion, Agricultural Adjustment Administration, Washington 
D. Ce. The third copy and the letter of request from 
the Treasurer of the United States shall be filed in 
the State office. ok PES 


b. Where it is determined that an overpayment exists, 
determine the correct amount due the payee and the 
reason why such overpayment was made. After making 
such determination, prepare an undated letter in 
quadruplicate (original and 3 copies) on stationery 
of the Office of Budget and Finance, Department of 
Agriculture, addressed to the Treasurer of the United 
States, Accounting Division, Washington, D. C., to the 
effect that an overpayment exists. Such letter should 
also contain a request that the Treasurer of the United 
States forward the check to the Claims Division, 

General Accounting Office, Washington, D. C., and should 
include a statement that an administrative report is be~ 
ing transmitted to the General Accounting Office. 
_ Such letter should be comparable to the sample letter 
attached hereto and marked "Exhibit B". The certifying 
_ .officer.shall initial the original and first copy 
beneath the words "Director of Finance" and the name 
and address of the certifying officer shall be typed 
on all copies. Also, prepare Form AD-42 in quadruplicat: 
(original and 3 copies) in accordance with existing 
procedure. The amount of the check in question shall 


* 


hs i 


be entered after the words "Amount Claimed"; the 


amount: of the: overpayment after the words "Differences 


?Z explained, below" and the correct amount due after the 
.. Words "Approved for". The word "Chargeable" shall be 


deleted and the word "Charged" inserted in lieu thereof 
and the symbol and title of the appropriation shall be 
entered immediately to the right thereof. The body of 
Form AD-H2 must contain the following: 


(1) Detailed statement relative to the overpayment. 


(2) The State and county code and application serial 
_ number of the application under which the overpay- 
ment was made. 


(3) “The number and date of’ the check by which the over~— 


“payment was made and the symbol number and location 
‘of the Regional Disbursing Office. 


(4) Refetience to the fact- that the Treasurer of the 
United States is being requested to transmit the 
check to the General Accounting Office for settle- 

ment... Es pry O 


The certifying officer shall initial the original and 


first copy of AD-42 below the words "Director of Financed 
and the full name and address of the certifying officer 


_ shall be typed on all copies. The original and first 


and second copies of the.letter to the Treasurer of the 
United States and the original, first, and second copies 


of Form AD-42, together with any papers or correspon— 


dence supporting the correct payment, shall be trans- 
mitted to the Director of the North Central Division, 
Agricultural Adjustment Administration, Washington, D.C. 
The letter of request from the Treasurer of the United 
States, a copy of the letter addressed to the Treas- 
urer of the United States, and a copy of the Form AD~H2 
shall be filed in the State office. 


If it is determined from an examination of the refund 
list that the payee is indebted to the United States in 
connection with a commodity contract executed with the 
Secretary: of Agriculture, the State office shall prepare 
an undated letter in quadruplicate (original and 3 
copies) on stationery of the Office of Budget and Fi- 
nance, Department of Agriculture, addressed to the Treas 
urer of the United States, Accounting Division, Washing- 
ton, De Co, to the effect that the payee is indebted to 
the United States. Such letter should also contain a 
request that the Treasurer of the United States forward 
the check to the Claims Division of the General Account~ 
ing Office, and should include a statement that an ad-— 
ministrative report is being transmitted to the General 
Accounting Office. Such letter should be comparable to 


the sample letter attached hereto and marked "Exhibit 
c', The certifying officer shall initial the original 
and first copy beneath the words "Director of Finance! 


and the name and address of the certifying officer 


Be 


~ Uw 


shall be typed on all copies. The State office shall 
also prepare Form AD-H2 in quintuplicate (original and 
4 copies) as set forth in paragraph 2 hereof except 
that no entries shall be made after the words "Differ-— 
ences explained below" and "Approved for", respectively, 
and in lieu of the statement relative to overpayment 
there must be a statement to the effect that the payee 
has not been overpaid but that due to the fact that the 
payee is indebted to the United States the Treasurer of 
the United States has been requested to transmit the 
check. to the General Accounting Office. The certifying 
officer shall initial the original and first copy of 
AD-42 below the words "Director of Finance" and the name 
and address of the certifying officer shall be typed on 
all copies. -Transmit the original, first, and second 
copies of the letter addressed to the Treasurer of the 


United States, and the original, first, second, and 


third copies of Form AD-H2 to the Director of the North 
Central Division, Agricultural Adjustment Administration, 
Washington, D. C. When such forms are examined and ap- 
proved by a representative of the North Central Division, 
they will be forwarded to the Comptroller of the Agricul- 


tural Adjustment Administration for completion of the 
administrative report relative to the amount of the in- 

-.debtedness and for transmission to the Office of Budget 
and Finance. The letter from the Treasurer of the United 
States, a copy of the letter addressed to the Treasurer of 
the United States, and a copy of AD-l2 shall be filed in 
in the State office. 


Determination of Facts with respect to cases where payment has 
been made and recovery effected from the endorsers of forged 


checks, 


1. 


Upon receipt of a letter in the State office in which 

a request is made for an administrative report in connec- 
tion with a case of this kind, determine whether any over- 
payment exists in the account of the payee whose check 
has been forged or whether there is any other reason why 
settlement should not be made to the payee for the amount 
originally certified. Such determination shall be made 

as outlined in IT, A, l, supra. 


Preparation and distribution of administrative reports. 


After determining the facts in connection with a case 
with respect to which an administrative report has been 
requested prepare a report in accordance with paragraph 


te 


29. DOr hereof, whichever is applicable. 


ae If no reason exists why settlement should not be 
made to the payee for the amount originally certi- 
fied, prepare an undated letter in quadruplicate 
(original and three copies) on stationery of the 
Office of Budget and Finance, Department of Agri- 
culture, addressed to the Treasurer of the United 
States, Accounting Division, Washington, D. C., to 


~ 5s 


RES SPE SS Ra eS Ia Es the effect that no reason exists why settlement 
2 REA halt should not be made. Such letter should be comparable 
2? See Wee a tehey + -. ‘to the sample letter attached hereto and marked 
ME Ee Bethe: ~- - "Bxhibit D'. The certifying officer shall initial . 
,: ees LE oS pe the original and.first copy beneath the words "Director 
a Lee Se cet of Finance! and the name and address of the certify-— 
eMae Tae  Lng os - . ing officer shall be typed on all copies. The 
Se | ea ei -. original and the first and second copies shall be 
PEs Peo mt transmitted to ‘the,Director of the North Central 
=: Division, Agricultural Adjustment Administration, 
-.. Washington, D. C. ‘The third copy and the letter of 
- request from:the Treasurer of the United States shall 
. be filed in. the State office. 


b. ‘Where it is;determined that an overpayment exists, 
determine the correct amount due the payee and the 
reason why such overpayment was made. After making 
such determination, prepare an undated letter in quad- 
ruplicate (original and three copies) on stationery 
of the Office of Budget and Finance, Department of 
Agriculture, addressed to the Treasurer of the United 
States, Accounting Division, Washington, D. C., to the 
effect that an overpayment exists and indicating 
the amount of such overpayment. Such letter should 
be comparable to the sample letter attached hereto 
and marked "Exhibit EB". In the event it is deter~ | 
mined that the amount of the overpayment is equal to 
or greater than the amount of the check in question, 
the letter should be comparable to the sample letter 
attached hereto and marked "Exhibit F". The certify- 
ing officer shall initial the original and first copy 
beneath the words "Director of Finance! and the name 
and address of the certifying officer shall be typed 
on all copiese The original and first and second 
copies shall be transmitted to the Director of the 
North Central Division, Agricultural Adjustment 
Administration, Washington, D. C. The third copy 
and the letter of request from the Treasurer of the 
United States shall be filed in the State office. 


c. If it is determined from an examination of the refund 
list that the payee is indebted to the United States 
in connection with a commodity contract executed with 
the Secretary of Agriculture, the State office shall 
prepare an undated letter in quadruplicate (original 
and three copies) on stationery of the Office of Budget 
and Finance, Department of Agriculture, addressed to 
the Treasurer of the United States, Accounting Division, 
Washington, D. C., to the effect that the payee is ; 
indebted to the United States. The amount of such 
indebtedness shall not be indicated but a blank space 
shall be provided in the letter wherein such amount 
may be inserted by the Comptroller of the Agricultural 
Adjustment Administration. Such letter shall be 


ai Ges 


comparable to. the sample letter attached hereto and 


~* © marked "Exhibit :G". The certifying officer shall 
“<cinitial:the ofiginal: and first copy beneath the words 
"Director of Finance" -‘and the name and address of the 
* certifying officer shall be typed on all copies. The 
. original and first and second copies shall be trans- 
mitted :to the Director of the North Central Division, 


Agricultural Adjustment Administration, Washington, @ 
De. C. The third copy and the letter of request from 

the Treasurer of .the United States shall be filed in 

the State office. When such forms are examined and a 
approved by a representative of the North Central 
Division, they will be forwarded to the Comptroller of 
the Agricultural Adjustment Administration for com- 
pletion of the administrative report relative to the 
amount of the indebtedness and for transmission to the 
Office of Budget and Finance. 


UNITED STATES DEPARTMEN? OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C; 


EXHIBIT A 


Treasurer of the United States, 
Accounting Division, 
Washington, D. C. 


Sir: Re: 


In reply to your letter of __ , wherein 


you advise that payment of check numbered , dated 
, in the amount of $.- as , draw 
- , payee 


by G. F. Allen, symbol 
was declined on account of an alleged forged endorsement of the 


payee's name, you are advised as follows: 


An examination of the records relative to the agricultural 


conservation application __ __, executed by this payee, 


discloses the fact that no overpayment exists in the account of this 


payee and there appears no reason why settlement should not be made 


with | in the amount of $ 


provided that such person has not received the proceeds of the check. 


Respectfully, 


Director of Finance. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


EXHIBIT B | A Q 


Treasurer of the United States, 
Accounting Division, 
Washington, D. C. 


Sir: Re: 


In reply to your letter of , wherein 


you advise that payment of check numbered | Lee aaved 


, in the amount of $ , drawn 


es 


b 


by G. F. Allen, symbol » payee 
was declined on account rere alleged forged endorsement of the. 
payee's name, you are advised as follows: 

An examination of the records relative to the agricultural 


conservation application, , executed by this payee 


discloses the fact that an overpayment exists in the account of 

this payee. It is requested that the above-described check be 

transmitted to the General Accounting Office in order that proper 
settlement may be made. An administrative report, relative to the 

account of this payee, has been prepared by this office and is teing 
transmitted to the General Accounting Office. 


Respectfully, 


Director of Finance, 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. 6. 


EXHIBIT © 


Treasurer of the United States, 
Accounting Division, 
Washington, D. C. 
oir? Res 
In reply to your letter of 3 , wherein 
you advise that payment of check numbered » dated 


, in the amount of $ , drawn by 


G. F. Allen, symbol __, payee : 
was declined on account of an alleged forged endorsement of the payee's 
name, you are advised as follows: 

An examination of the records relative to the agricultural 


conservation application, , executed by this payee, 


discloses the fact that the amount stated above is due this payee 
under such application. The records further indicate that this payee 
is reported to be indebted to the United States. 

It is requested that the above-described check be transmitted | 
to the General Accounting Office in order that proper settlement may 
be made. An administrative report, relative to the account of this 
payee, has been prepared by this office and is being transmitted to 
the General Accounting Office. 


Respectfully, 


Director of Finance. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
“WASHINGTON, D. C. 


EXHIBIT D 


Xu) 


Treasurer of the United States, 


Accounting Division, 
\ Washington, D. C. 


Sag: ie 

In reply to’ your letter of » relative 
to check No. » dated wones " 
drawn by Ge F. Allen, Symbol : » to the order of 


, the amount of which has been recovered through the 
endorsers because of the forged endorsement of the payee's name, you 
are advised as follows: 

An examination of the records relative to the agricultural 
conservation application » executed by this payee, 
discloses the fact that no overpayment exists in the account of this 
payee and there appears no reason why settlement should not be made « 
with » in the amount of ¢ - " 
provided that such person has not received the proceeds of the original 


check. 


Respectfully, 


Director of Finance, 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 


. WASHINGTON, D. C. 


EXHIBIT E 


Treasurer of the United States, 
Accounting Division 
Washington, De Ce 


Sirs Re: 

‘In reply to your letter of » relative 
to check No. , dated | , for $ 
drawn by G. F. aie symbol No. Peet ecoorder of 


» the amount of which has been SE through the 
eee ore because of the forged endorsement of oe payee! s name, you 
are advised as follows; 

An examination of the records relative to the agricultural 
conservation application : edcresd by this payee, 
aia the fact that an overpayment erate kn the account of this 
payee in the amount of $ . The amount of this overpayment 
should therefore be deposited to the appropriation ; ; 
There appears no reps why payment should not be made to 

in the amount of $ » provided such person has not 
received the proceeds of the original check. 


Respectfully, 


Director of Finance. 


UNITED; STATES DEPARTMENT OF AGRICULTURE 
OFFICH OF BUDGET AND FINANCE 


WASHINGTON, D. C. 


EXHIBIT F r 


‘ Treasurer of the United States, 
Accounting Division, 
Washington, De C. 


Sir: Re: 

In reply to your letter of , relative 
to check No. , dated Pores ; 
drawn by Ge Fe Allen, symbol » to the order of 


; the amount of ou Pays been recovered 
through the endorsers Naenice of the forged endorsement of the payee's 
name, you are aed as follows: 

An examination of the records relative to the agricultural 
Pe cry ion epplication id wit | » executed by this 
payee, discloses the fact that the payee is not entitled to any part 
of the above check. The amount of the check should, therefore, be 
deposited to the pee Pcie a, ” 


Respectfully, 


Director of Finance, 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


EXHIBIT G 


Treasurer of the United States, 
Accounting Division, 
Washington, De. Ce 


Sirs Res 

In reply to your letter of » relative 
to check No. , dated SEL Or LS 
drawn by G. F. Allen, symbol No. » to the order of 


,» the amount of which has been recovered 
through the endorsers because of the forged endorsement of the 
payee's name, you are advised as follows: 

An examination of the records relative to the agricultural 
Conservation application ,» executed by this payee, 
Aicaroees the fact that the amount stated above is due this payee 
under this application. The records further indicate that this 
payee is indebted to the United States in the amount of $ 


The amount of such indebtedness should therefore be deposited 


to the appropriation - There appears no reason 
why payment should not be made to in the amount 
Gers » provided such person has not received the proceeds 


of the original check. 


Respectfully, 


Director of Finance. 


